
Admin & Telephonist  - Borehamwood -from £18,000 to  £20,000 per annum  
Location: Borehamwood Hertfordshire  
Mon-Thurs 9.15am - 5.30pm  Fri 9.15 am- 4pm  
Permanent/Full time 
 
About us,  
“Gailarde Ltd was established in 1979 to provide Household Textiles specifically manufactured for the 
Contract Trade.  We are one of the UK’s leading suppliers of Linens and Textiles to the Educational, 
Healthcare and Leisure Industries. 
 
We pride ourselves on providing a high level of customer service, emphasising efficiency and the 
supply of the right products at competitive prices.  Over the past 3 decades we have built up both long 
standing and lucrative relationships with many hotels, care homes, hospitals, universities, cruise ships, 
prisons, laundries, etc. We are a fast expanding company who both import and manufacture goods.   
 
Due to growth and plans for expansion, a new opportunity has arisen for a dedicated, outgoing and 
driven Admin & Telephonist to join our hardworking team. 
 
Key Responsibilities 

• Ensuring that all calls are answered promptly and in the most welcoming and professional 
manner. 

• Customer service activities that include contacting couriers, arrange collections, tracking 
deliveries, and dealing with customer queries. 

• Maintenance and updating of customer account records and liaising with all members of 
staff. 

• Undertake various administrative support and office functions. 

Key Skills 

• Exceptional communication skills and a great telephone manner. 

• Be literate and numerate and an ability to learn our systems and contribute towards the 
work of other office /administration tasks. 

• Professional, articulate and friendly manner. 

• Motivated, target driven and eager to succeed. 

• Have a good knowledge of Microsoft Office.  

• Although we are not a call centre, the candidate must enjoy making cold and warm calls, 
with the ability to build rapport and strong working relationships. 

How to apply 

This is an exciting role with room for progression in a family run business that regularly promotes in-
house.  If you have the above experience, and a passion for sales, please attach your CV to the link 
provided and will be in contact with you directly. 


