
 

 

Are you looking to join a fast-paced team that puts the 

customer at the heart of everything they do? 

Bamboo Technology Group is a telecoms and IT managed services company based in Cheltenham. 

Encompassing fixed, mobile, data, software and digital assurance solutions, we sell to SMEs and small 

corporates in the UK and Australia. With a strong focus on highly regulated industries, we attract 

much of our revenues from the Healthcare, Construction, Professional Services and Justice sectors. 

 

We are looking for a friendly face to join the Customer Service team on a full-time basis. This is a key 

role as you will be the first port of call for our customers, speaking with them daily, representing 

Bamboo and providing a friendly, approachable and professional service. 

 

Main duties and responsibilities 

 

 Adherence to Bamboo Information Security policies and procedures in all aspects of your job 

role, with emphasis on Confidentiality, Availability, and Integrity of information. 

 Have a duty to take care of own health and safety and that of others who may be affected by 

your actions at work. 

 Deals directly with customers either by telephone, electronically or face to face, walking 

customers. 

 Responds promptly to customer enquiries (SLA: within 30 minutes reply to first call). 

 Pass leads and queries internally, where applicable, to relevant departments/teams. 

 Obtains and evaluates all relevant information to manage product and service enquiries. 

 Raise and resolve faults on both mobile & fixed connections. 

 Preserves and grows knowledge of company procedures, products, and services. 

 Provision of telecommunication and IT services and products. 

 Make administrative changes to any current services and products. 

 Managing and updating company databases. 

 Keeping track of inventory and ordering supplies. 

 Maintaining customer records. 

 Providing administrative support to other departments or projects as needed. 

 Coordinates mobile and technical hardware with specific orders to provide a full service to the 

customer. 

 Performs customer verifications. 

 Processes orders, forms, and requests. 

 Organises work to meet customer timeframes. 

 Directs requests and unresolved issues to the designated resource. 

 Keeps records of customer interactions and transactions. 

 Records details of enquiries, comments, and complaints and actions taken. 

 Provides 24/7 support on a rota basis. 

 Provides feedback on the efficiency of the customer service process and recommends potential 

products or services to management by collecting customer information and analysing customer 

needs. 

 Any other duties to fulfil the business requirements as defined by the Customer Services 

Manager. 

 



 

 

We’re looking for 

 

  Great attention to detail and accuracy 

 Excellent organisational and communication skills 

 Proficient in core Microsoft Office systems – in particular Excel 

 Ability to learn and work with different systems 

 Able to work independently without supervision. 

 Great Team Worker 

  Use initiative in prioritising workload. 

 Ability to plan and co-ordinate own workload in conjunction with other colleagues and 

departments. 

  GCSE pass at C or above (or equivalent) in English and Math’s 

 

 

This role will include working at a college campus and therefore for safeguarding purposes an 

Enhanced DBS check will be required. 

If this job spec appeals to you and you feel you can bring Bamboo something a little different, please 

send a CV and covering email to futures@bamboo.tech. 

 

Other Information 

Our Head Office is based in Cheltenham, just off the M5 and we have a second site in Ombersley, 

Worcestershire. This role will be based at the Cheltenham office. 

As we are a technology company, we can consider flexible working arrangements. 

Equal Opportunities 

We have a great team of people at Bamboo and there is a wealth of knowledge combined with an 

emotional investment and passion for the business, from those of us with many years’ experience to 

those with just a few months. 

We are also committed to Bamboo being a great place to work. One that treats everyone equally and 

fairly. We hire, develop, and promote the right people for the job, with the right skills. And even if you 

don’t meet all the criteria, we would still like to hear from you. We want those who have the drive, 
talent, knowledge, experience, and ability to deliver the best possible service for our customers and 

partners. That is all that matters. 

Our equal opportunities policy details our approach to fairness and the avoidance of any 

discrimination in the workplace and covers all stages of employment from recruitment onwards. 
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