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Trade Counter Assistant  

Permanent / Salary: Commensurate with experience / Location: Antwerp 

THE COMPANY INFORMATION  
 
River Mounts is one of the biggest providers of diamond-set ring mounts to retailers in the U.K. and Europe.  
 
Our Head Office and main trade counter are based in Birmingham’s historic Jewellery Quarter, the heart of the UK’s 
jewellery industry. We also operate a trade counter in London’s renowned Hatton Garden and have recently 
expanded with a new location in Antwerp, Belgium. With a growing presence across Europe, we are proud to serve 
an ever-wider network of customers in the jewellery trade. 
 
JOB DESCRIPTION 
 
Due to expansion an opportunity has arisen at River Mounts for a Trade Counter Assistant position. This roles offers 
you excellent on-the-job training and you will often be our customer's first point of contact. 
 
We are seeking a highly driven and capable individual who is passionate about customer service and creating 
opportunity for business growth.  
 
We are 100% focused on providing the best customer experience from start to finish. This can include sales support, 
product advice, bespoke design consultations as well as collaborating in system and process improvements. We need 
someone who is going to contribute to ensuring River Mounts continues and will always be the market leader in its 
area.  
 
RESPONSIBILITIES 

 
• Receiving and managing orders and reservations via email, phone and face to face. 
• Stock and inventory management 
• Cash handling and taking secure card payments   
• Preparing and logging incoming and outgoing post 
• Identify key accounts and escalate to AE’s 
• Ensuring customer facing areas and stock displays are presentable and well-maintained 
• Delivering/ collecting goods from local Third-party workshops 
• Acquiring goods and carrying out QA checks for point of sale and stock delivery  
• Advising on jewellery designs and promoting other services provided by River Mounts Jewellery  
• Onboarding/Supporting and advising customers on using the online ordering platform 
• Working with the wider teams to help support and identify any system or process improvements 
• Manage and update company database and customer relationship management systems (CRM) 
• Other administrative duties as required 
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PERSONAL REQUIREMENTS 
  

• Outgoing friendly personality  
• Excellent verbal/written and Numerical skills 
• High attention to detail  
• Excellent customer service and interpersonal skills 
• Ability to build strong, lasting relationships quickly 
• Excellent telephone manner 
• Positive attitude and enthusiasm applied to all tasks undertaken 
• Building good lasting relationships with our customers quickly and with ease 
• Creative and proactive approach to problem solving 
• Proactive thinker, effective decision maker 
• Working knowledge of MS Office (Word, Excel and Outlook)  
• The ability to work under pressure within tight deadlines  
• The ability to work under your own initiative and pro-actively within a team 
• Candidate must be fluent in Flemish and French 

 
Preferred but not essential 

• Previous experience in a customer facing role 
• Previous experience in the jewellery trade or other Service provision role 
• Salesforce experience  

 

THE BENEFITS INFORMATION 
 

• Fantastic career development opportunities  
• 20 days holiday allowance (including Bank holidays) 
• Regular staff events  
• Performance-related bonus scheme 
• Generous staff discounts for fine jewelry and diamonds 

 

TO APPLY FOR THIS POSITION: 
 
Please submit your CV and cover letter to Careers@rivermounts.com, along with your current/ expected salary. 
 
Due to the high volume of response, only those applicants under consideration will be contacted. Please accept our 
utmost appreciation for your interest. 
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