
    

 

New Business Sales Support   
 
We have an opportunity working within our vibrant and fast paced New Business team. You 
will be supporting in administration duties and much be able prioritise well and work under 
pressure with attention to detail. We are ideally looking for someone who has experience 
working within payroll or someone with excellent administration background.  
 

 

Main responsibilities: 
 

 Provide a first class administration service. 

 Possess good administration and organisational skills. 

 Good attention to detail. 

 Ability to communicate with customer’s agencies and colleagues through various methods.  

 Ensure a first class customer experience by completing administration in a timely and 

accurate manner.  

 Ensure SLAs are met in the New Business Team for all customers. 

 Respond quickly and efficiently to internal and external requests. 

 Ensure communication channels are maintained between all PayStream departments 

especially company formations and compliance - ensuring effective, efficient and timely 

communication at all times. 

 Act as a catalyst for resolving customer complaints arising from any breakdown in the 

administration process.  

 To promote the culture of PayStream by demonstrating the cultural values of the team - best 

service delivery. 

 To inspire colleagues by setting a great example in everything you do.  

 Advocate of the brand - “market leaders”.   

 

Minimum requirements: 
 

The role would suit someone who is/has: 
 

 Passion for completing tasks to a high standard 

 Confident with people  

 Enthusiastic and positive 

 Flexible 

 Excellent attention to detail 

 Keen to embrace new challenges 



    

 Ability to develop sustainable relationships 

 Self-motivated 

 Fun to work with  

 Results oriented 

 Sound interpersonal skills 

 Good administration skills 

 Organisational skills 

 Pragmatic approach to problem solving 

 Computer literate - Microsoft Excel, Word and Outlook 
 
 

Why work at PayStream?  
 
We are a growing organisation with an excellent working culture. We pride ourselves on our 
people. In return for your hard work we offer the following company benefits: 

 Generous commission scheme  

 23 days annual leave (plus bank holidays) 

 Professional qualification financial support 

 Up to 6 days paid study leave for professional qualifications 

 Long service awards 

 Childcare vouchers 

 Training 

 Regular company social events 

 Pension 

 Free fresh fruit and refreshments 

…and a fantastic working environment! If you match the profile and would like to be part of the 
team please apply now by sending in your CV to careers@paystream.co.uk 

 


