
 

Job Description 
The Product Technical Support Administrator will be responsible for administrative activities, updating existing 
documentation or information to data points and other resources and maintaining digital asset management archive 
within a busy environment.  
The Administrator will carry out a variety of tasks, including to ensure relevant records are up to date and all administrative 
processes work effectively as and when requested. Tasks will include prioritising, with supervision, whilst contributing in 
driving sustainable growth. 
 
Responsibilities 
Update and maintain drawings and revisions as prescribed by junior or middle management. 
Creation of Technical literature when required for all product ranges with training given. 
Maintenance of web related assets with training given. 
Checking of documentation for accuracy and errors before publishing. 
Organise and maintain databases and update regularly consistently using a high level of accuracy. 
Liaise with internal departments and resolve issues, provide and relay clear instructions. 
Use initiative and judgment; liaise with staff in other departments. 
Fully implement all office related changes to processes, methodology, environment and practice within the department 
in a positive supportive manner. 
Handle one off tasks or assignments. 
 
About you 
GCSE Level 5 or above (GCSE grade A-C) in English and Maths or relevant work experience. 
Demonstrable experience working in an office environment. 
Experience of using office and communication systems. 
Demonstrable experience of showing ability to follow verbal and written instructions, read and comprehend written 
materials. 
Ability to work under pressure; be results driven. 
Ability to work independently and as part of a team, using own initiative. 
Experience of using cad software (solid works / composer) beneficial but not essential. 
Experience of using Adobe In-design / Photoshop beneficial but not essential. 
Ability to establish and maintain effective working relationships. 
Strong, prioritisation skills with ability to manage competing, conflicting demands. 
Excellent communication skills, ability to communicate verbally, written and via presentation according to the audience. 
Strong attention to detail. 
Experience of Microsoft Word, Outlook, Excel and PowerPoint. 
 
Closing date: February 22nd, 2021 at Midday 
 
Job Types: Full-time, Permanent 
 
Salary: £16,168.00-£20,998.00 per year 
 
To apply: 
To apply for this role please send your CV and covering letter to jobs@numatic.co.uk 
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