
LEEDS AND MOORTOWN FURNITURE STORE LIMITED 

AND IT’S SUBSIDIARIES 

 

JOB DESCRIPTION 

 
JOB TITLE:     Administrative Assistant. Part time 
 

RESPONSIBLE TO:     General Manager 

 

LOCATION:     Unit D, Seacroft Industrial and Trade Park, Coal Road, Leeds, LS14 2AQ 

 

HOURS OF WORK:     20 Hours per week (8.30am to 12.30 pm Monday to Friday. 

 

JOB PURPOSE:     To provide administrative support for Leeds and Moortown Furniture 

Store Ltd and LMFS Trading Ltd (A wholly-owned subsidiary of Leeds 

and Moortown Furniture Store Ltd) 

 

MAIN DUTIES AND RESPONSIBILITIES: 

 

1. Maintain detailed manual and computerised records of all goods and services 

provide, purchased and sold. 

 

2. Responsibility for raising purchase orders for the supply of goods and services. 

 

3. Responsibility for verifying goods received against purchase orders and supplier 

delivery notes. 

 

4. Responsibility for the production and issuing of invoices for goods and services 

supplied. 

 

5. Maintain the computerised stock control system and participate in stock checks 

stock receipts and quarterly stock takes. 

 

6. Provide cover and support to the Administrator in dealing with all telephone, 

facsimile and email requests for the collection and supply of goods and services. 

 

7. Provide cover and support to the Administrator in dealing with all customer,   

suppliers and client queries. 

 

8. Provide cover and support to the Administrator in the allocation of work schedules 

to drivers and vans for the Company and the Charity. 

 

9. Accept and process Charity delivery payments. 

 

10. Sorting donations of bedding, curtains, pots, pans and cutlery and making 

packages for distribution to clients. 

 

11. Comply with all aspects of the Furniture Stores Health and Safety at Work and 

Fire Safety policies and contribute to the safety of everyone on the premises. 



 

12. Contribute to the cleanliness of the office in which you work. 

 

13. Comply with all aspects of (GPDR) business and client confidentiality. 

 

14. Be competent in the use of the Microsoft Office suite of programmes, electronic 

mail and of the Internet. Sage and EPOS/ Art systems 

 

15. Undertake agreed on- and off-site training relevant to your duties and 

responsibilities and your career progression. 

 

16. Any other reasonable work consistent with the job. 

 

17. Be willing to work additional hours to cover for staff absence and holiday 

cover. 

 

 

 

 


