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Department: Triumph Adventure Experience
Job role overview:
This is an exciting opportunity to work for a global organisation as a Customer Co-ordinator involved within the motorcycle industry, this is a critical position within the Triumph Adventure Experience, the post and person is the first communication a customer will encounter, it is vital we leave our customers with a memorable and professional experience to build from. 
The successful candidate can look forward to exciting times within a great organisation, with plenty of opportunities. We are seeking a customer coordinator to join our team. The ideal candidate will be responsible for coordinating Adventure Experience activities, ensuring smooth operations, and maintaining high-quality standards. Working with a small team of people to delivery exciting Off Road adventure Motorcycling activities.
The roll is split into two skill sets one is inhouse admin/office based and the other is more in house and on the physical side, preparing for courses and events, picking clothing packages, safety equipment and placing in the changing’s rooms, preparing event box’s, managing the hire equipment and cleaning of this kit.

Report to: Triumph Adventure Experience Operations Manager
Location: Ystradgynlais, Wales
Duties and Responsibilities:
· Coordinate adventure training, experience days, and motorcycle activity bookings. 
· Manage all Triumph Adventure Experience (TAE) inbox enquiries, including customer, dealer, and voucher bookings. 
· Maintain operational tools such as payment trackers, calendars, event registers, and event certificates. 

· Prepare event paperwork and liaise with event teams to ensure all event materials and logistics are in place. 

· Handle all customer updates, information requests, clothing requirements, and payment processing with a high level of accuracy. 

· Support events both onsite and externally at major motorcycle events and festivals (e.g., NEC, London, ABR Festival). 

· Prepare and manage hire clothing, including stock management, cleaning, and ensuring ready-to-go equipment for events. 

· Raise purchase orders, liaise with suppliers, and coordinate with the accounts department. 

· Assist with event preparation activities such as organising event boxes, maintaining cleanliness of the centre, and managing essential paperwork. 
· To undertake and assist with projects as required by your manager. 

· Any other ad-hoc duties as required by your manager.
As we are a seasonal, from April through to Oct there will be a rota to cover weekends, this will then result in time off within the week. 
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	Essential
	Desirable

	Qualifications and Attainments
	Maths and English GCSE grade C / 4 or above. 
Car Drivers License

	Motorcycle License

	Professional Experience and Skills
	Proficient in Microsoft Packages including Excel, Word and Outlook. 

Excellent communication skills. 

Experience working with a CRM system.

Have great customer focus, and customer facing skills, be able to work with both members or the public and our dealer networks.

Strong organisational and coordination skills
	Previous experience of working within an automotive environment. 
Previous experience of working within a customer service role.


	Personality and Motivation
	Self-motivated and resilient.
Flexible and adaptable. 
Able to take instruction and work under pressure. 
Excellent communication skills, clear and concise written and verbal skills 
Be flexible with hours and work well within a small team,

	

	Appearance and Characteristics
	Well presented.
	

	Circumstances
	Able to be flexible on working hours and Days.
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