
 

 

 

 

 

Just go Full Time Customer Service Administrator 

 

Roles and Responsibilities 

 

Just go currently have a fleet of 150 late model Motorhome with a team of up to 50 staff and over 1.5 acres of 

Valeting buildings and hardstanding. Working as an integral member of a small team, this role involves a variety 

of office & externally based work. The role is key to helping grow the business with the personality of the 

employee; a reflection of Just go’s brand values. The role will have many different facets including customer 

relations, administration and processing bookings. 
 

Responsibilities include: 

- Support role to customer service team & front of house in the day to day running of the office. 
- Answer phone calls, client queries, emails, taking bookings, checking client’s details on our pre check 

in facility. 
- Maintain the booking process, by detailed and accurate records using our reservation system (Aurora) 

and paper filing system. 
- Handle customer’s payments including, deposits and remaining balances. 
- Performing our in house Check out and check in process with customers 
- Meet and greet customers, check in and check out motorhomes 
- Be able to provide a tour of the motorhomes. 
- Collecting/Returning customers to our local train station 
- Booking extras, taxi, ferries for clients  
- Be able to show clients around our motorhomes for sale and for hire 
- Perform and liaise with the customer on sale of a motorhome 

 

Core Competencies: 

1. Outgoing personality 
2. Keen, Quick Learner 
3. Forward thinker 
4. Excellent communications skills, including phone, face to face and written 
5. A good level of computer literacy including confidence in Word, Excel, outlook and the internet. 
6. Good organisational & communication skills. 
7. A completer/finisher personality (i.e. completes a task to it’s end) 
8. Able to work as part of a team as well as be given own projects to be done. 
9. Hold a full clean driving licence 

 

Just go operates the largest fleet of late model motorhomes in the UK.  Due to rapid expansion we are now 

looking to appoint additional members to our full time customer services team. The ultimate candidate must 

possess excellent communication skills, a strong eye for detail, good time management and computer skills, be a 

strong team player and thrive in working in a young and constantly growing environment. This is an exciting and 

varied role and has possibilities for expansion and promotion within the company for the right candidate.  

 

Salary Range: 

 

A base salary of £16,000.00 depending on experience.  

 

Submit CV: 

If you are interested in applying for this role please submit your CV with references to 

workforus@justgo.uk.com 

 

 

 

Registered Office: Skewbald Ltd, trading as Just go, Redhill Farm, Harlington Street, Toddington, Beds, England, LU5 6HF.  
A company registered in England and Wales Reg no. 4340898 Vat no. 804 398815 

  

 


