
Abraham Moon & Sons Ltd, Netherfield Mills, Guiseley, Leeds, West Yorkshire, LS20 9PA  

T: +44 01943 873181   F: +44 01943 870182  

Company Reg. No: 163364   VAT Reg No: GB 886 7604 68Directors: JPT Walsh (Chairman & Managing 

Director) L. Brophy, M. Aveyard, K. Cockerham, J. Pickles , J Sandground  

www.moons.co.uk 

 

 
Abraham Moon have been creating fine woollen cloth from our base in Guiseley, Yorkshire, ever since 

our establishment in 1837. With over 180 years of proud British manufacturing and design heritage to 

our name, we’re now one of Britain’s last remaining vertical woollen mills. 

 

We create our collections with a balance between innovative design & traditional craft, maintaining our 

position at the forefront of commercial trends with consistent high quality. Our passion for distinction 

remains as strong now as ever, carrying the message of what it truly means to be ‘Made in Yorkshire’ . 

 

Career opportunity 

Job Title Customer Service Advisor (Inbound) 
Closing date Not specified 

Job 

Description 

 
Job Description – Customer Service Advisor (Inbound) 
Customer Service Advisor is an integral part of the busy sales team working alongside 
other advisors and management. Basic responsibilities are, but not limited to, answering 
calls, replying to emails and processing new orders.  

 
39 hours per week 
 
The role 

 Liaising with customers via email and telephone, resolving queries and logging 
information. 

 Processing customer orders for different divisions of the company. Logging 
details in relation to orders. 

 Attracting potential customers by answering product questions; suggesting 
information about other products. 

 Processing payments, and keeping track of unpaid orders. 
 Deliver first class customer service ensuring you follow through with all aspects 

of the sales process. 

 Resolving problems by clarifying the customer's complaint; determining the 
cause of the problem; selecting and explaining the best solution to solve the 
problem and following up to ensure resolution. 

 Answering general email enquiries, including orders and sample requests. 
 Arranging UPS returns when required. 

 Process returned orders. 

 Opening customer accounts and maintaining customer records by updating 
account information when required. 

 To support colleagues in quiet periods. 

 Perform other related duties as requested. 
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The successful candidate will have: 

 Ability to communicate clearly and concisely. 

 Good listening skills. 
 Good interpersonal skills both in person and on the phone. 

 Effective organisational skills and able to prioritise work load. 

 Ability to absorb information quickly. 
 Be of resilient character 

 Ability to work under own initiative but within a team. 

 Problem solving skills. 

 Data Entry/Excel/IT skills. 
 

Also Desired: 

 Knowledge of stock control, purchasing and supply procedures. 

 Good level of numeracy. 
 Experience in customer service roles. 

 
 

How to Apply 

Send your Curriculum Vitae with a covering letter, quoting the job title to:- 
 
HR Department 
Abraham Moon & Sons Ltd 

Netherfield Mills 
Guiseley 

Leeds 
West Yorkshire 

LS20 9PA 
 

Alternatively email careers@moons.co.uk 
 

No Agencies Thank you 
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