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Job description 

 

 

 

Company Overview 

 

Gigaclear is a fast growing, game changing builder and provider of pure fibre broadband services to 

residential customers and businesses in England. We have an ambition to make a significant 

difference to the broadband landscape in rural England and improve our customers lives through the 

provision of world class broadband services. 

 

 

Purpose of the job 

To assist in the administration of the UKGV Scheme, assisting prospective customers to take 

advantage of the scheme and ensure the business has visibility of the progress of thescheme. The 

UKGV Scheme is the Government driven subsidy to help and support the cost of gigabit infrastructure 

build in eligible areas. 

 

The Government is providing up to £210m worth of voucher funding as immediate help for people 

experiencing slow broadband speeds in rural areas. Vouchers worth up to £1,500 for homes and 

£3,500 for businesses help to cover the costs of installing gigabit broadband to people's doorsteps. 

 

Key Accountability & Responsibilities 

 
• Undertaking written and verbal communication with Voucher Customers to ensure they 

understand and respond appropriately to the scheme communications – the majority of this will be 

based on outbound calling to customers participating in the UKGV Scheme 

• Work with the Regional teams to assist with the administration of their Voucher Projects 

• Managing registration databases 

• Participate in meetings with the DCMS to help drive forward the rollout of UKGV in Gigaclear and 

help drive efficiency  

• Answering and processing customer queries regarding UKGV 

• Report weekly on processed vouchers and help to dispute any issues that may arise 

• Assist in the generation of request and claim submissions 

• General support of the UKGV function in the Business Development team 

 
Knowledge & Skills  

 

As a Gigabit Voucher Project Administrator, you will be an enthusiastic individual with previous office 

administration experience, accurate and precise communication skills and a good working knowledge 

of Microsoft Office. Experience working with online database and CRM systems is desired. Applicants 

 
Job Title: Customer Administrator 

 
Location: Office Based (Abingdon) 

 
Department: Business Development 

 
Position Reports To: Gigabit Voucher Programme Lead 
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will be enthusiastic, have a warm and friendly manner and be confident when communicating with 

colleagues, clients and customers over the telephone and by email.  

 

Essential Candidate Criteria: 

• Previous office administration experience 

• Accurate and precise communication skills 

• Good working knowledge of Microsoft Office 

• Excellent telephone manner 

• Excellent customer service skills 

• Excellent organisation skills 

• Able to meet deadlines 

 

Desirable Candidate Criteria: 

• Experience working with online databases and CRM systems 

 

 

Our Values 

Find a way - we will work together to deliver market-leading solutions and provide customer service 

excellence to our communities 

 

Do the right thing - we always base our decisions on what we believe is fair, considerate and in the 

best interest of our customers and our colleagues 

 

Be committed - we are all accountable for our actions and work relentlessly with our many customers 

to deliver on our promises 

 

Keep it simple - we take potentially complex and confusing information and we make it easy for 

everyone to understand 

 

 

This job description is not intended to be exhaustive. The post holder will be expected to adopt a 

flexible attitude to the duties which may be varied (after discussion), subject to the needs of the 

business and in keeping with the general profile of the role. 


