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	Job Title:
	Customer and Sales Support Executive
	Job Category:
	Office

	Department/Group:
	Commercial/Customer Service
	Job Type:
	Full-time
Hybrid (1 fixed day a week working from home) after completion of probation

	Reports to
	Commercial Manager
	Salary 
	TBC

	Location:
	Office based – Edenbridge

	Position type:
	Full time

	HR Contact:
	Nikki Webb
	Date
	12/08/2026

	Job Description


	Alexir is a pioneering Employee-Owned Business that works closely with their customers to help solve their packaging and supply chain challenges through increasing their speed to market with innovative eye-catching packaging design and manufacture. 

Our mission is to deliver end-to-end packaging solutions, and as our business continues to grow, we are seeking a Customer Service and Sales Support Executive to support this expansion. 

We are looking for an individual who is self-motivated and has a positive attitude with plenty of drive. 


	Job Requirements 

	Key Responsibilities:
· Act as a customer’s internal point of contact, ensuring customers’ requirements are met and all orders are dealt with efficiently.
· Handle incoming orders, process and acknowledge.
· Organize pricing through the estimating team.
· Liaise with planning about production and delivery dates. Issue critical path dates and ensure any changes are communicated to the customer.
· Deal with both new projects and repeat orders for the customer from beginning to end.
· Support both External Sales and Account Managers with their internal admin.
· Liaise with the QA team on any problems arising from the customer, ensure that the customer is kept informed on any investigation into quality issues.
· Liaise with customers and repro team about artworks.
· Issue stock and order reports to customers.
· Teams call communication.

Required skills:
· Customer-focused
· Able to deal with people at all levels both within and outside the Company
· Works well with colleagues and is keen to be part of a team
· Capable of managing multiple tasks and prioritizing own workload 
· Able to work to tight deadlines and make decisions under pressure
· Self-motivated
· Good telephone manners
· A flexible approach to the working day to meet customer demands
· Comfortable using Microsoft and MIS systems

Salary & Benefits (After qualifying period):
· Competitive salary based on experience.
· Opportunities for career growth in a fast-paced industry.
· Company benefits (e.g., a pension scheme, potential EOT annual bonus, private health).
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