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Role Profile 

Job Title 

 
UPS Service Coordinator 

 
Division 

Service 

Reporting to 

Operations Manager 

Location 

 
North East Scotland – Office based 

 

The role 

As a Service Coordinator, you will be responsible for supporting the planning, coordination, and 
successful close-out of work carried out by our team of field-based UPS Service Engineers. 

 

Your day-to-day duties will include the preparation, dispatch, tracking, and return of service equipment 
and parts, ensuring all activities are completed on time and that customers receive a high-quality, 
reliable service without delay. 

 

You will also be responsible for gathering post-work reports and ensuring all invoicing requirements are 
accurately passed to the billing team. 

 

Full on-the-job training will be provided by your line manager and colleagues to support you in the role. 

 
 

Why you’re our kind of person 

 
We are looking for people who take pride in doing things properly and are motivated by delivering the right 
outcomes for our customers. We operate in a fast-paced, agile environment, with a strong focus on continuous 
improvement and never settling for “good enough.” 

 
This is an exciting time to join the energy industry. Our ambitious growth plans present a genuine opportunity to 
contribute, develop, and make a meaningful impact within the business. While we work hard to deliver for our 
customers, the scale of what we do means your efforts will be visible and valued. 

 
If you are customer-focused, forward-thinking, and motivated to make a difference, you’ll feel at home as part of 
our team. 

 

 
 



 

What you’ll do 

 

• Deliver a consistently professional service to all customers, both internal and external. 

• Communicate clearly and effectively with colleagues to support the smooth coordination of work. 

• Support forecasting activities and the scheduling of both planned and reactive works. 

• Collate and control documentation required for contract delivery, including RAMS, site inductions, 
timesheets, and service reports. 

• Review, resolve, and close customer queries, including billing matters and Purchase Order 
amendments. 

• Ensure accurate job costing and effective control of billing activities. 

• Manage and monitor work in progress to ensure timely completion and visibility. 

• Support the control of test equipment, including tracking movements, preparation prior to works, and 
checks following completion. 

• Coordinate the delivery and return of service equipment and parts. 

• Ensure all work-related information is accurately captured within work management systems in line with 
company requirements. 

• Work collaboratively with other teams and departments to support wider business objectives. 

• Undertake any other reasonable duties as directed by your line manager. 

• Always maintain a professional appearance and manner, in line with client and company expectations, 
and promote a positive image of the company. 

• Attend required training sessions and scheduled meetings at company offices in Scotland and 
Scarborough. 

 
 



 

What’s important to us 
 
 

Employee Profile: UPS Service Coordinator 

Criteria: Essential: Desirable: 

Physical Attributes: 
e.g., Appearance, Health 

Well presented, articulate and excellent 
communicator. 

 

Attainments: 
e.g., Qualifications, 
experience, training 

At least 2 years’ experience in a 
commercial technical environment. 

 
Experience of engaging with customers in 
a pressured environment. 

Computer literate and experience with 
MS Office, Excel. 

Relevant technical qualification. 

 

Aptitudes: 

e.g., Communication skills 
Negotiation skills, 
Influencing skills 

Strong interpersonal skills. 

 
Proven ability to organise own workspace. 

Ability to prioritise tasks effectively. 

Strong Colleague/customer/subcontractor 
interfacing skills. 

Commercial awareness and ability to 
communicate at all levels regarding 
technical matters. 

Personality: 
e.g., Attitude, Reliability, 
Co-operation 

Aligns closely to company values (see 
below). 
 
Team player. 

 
Positive attitude, enthusiastic and honest. 

Highly motivated and uses initiative. 

Co-operative and helpful at all times 

Able to participate in a successful, 
committed and highly motivated team 

 

Circumstances: 
e.g., Flexibility in hours, 
Mobility, Time keeping 

Occasional travel to head office (NE 
England) will be required for training and 
key meetings / conferences. 

 

Full driving licence – occasional local 
travel would benefit the role. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Building careers 

We want all our colleagues to grow and build careers with Dale. 

We invest in our people for the future. 

Many of our team members have been with us for over 30 years and some of our management team 

began their careers as apprentices. As we have grown so too have they and that knowledge is passed 

down as our team develops and evolves. 

 
No two days are the same and variety is a key part of life for our team at Dale. There’s always an 

opportunity to learn new skills and progress your career. We want to be a great place to work that is 

diverse and inclusive which is why we focus on supporting people and their development. 

 
Teamwork is where it starts 

As a solutions business, teamwork is our bedrock. From our design and project management teams to 

the engineering team and customer service, all our teams work together to not only deliver the best 

customer experience possible but to support their colleagues both day-to-day and with their long-term 

career aspirations. 

 
Our values 

 

 

 
Our values are the guiding principles that define how we do things here at Dale. We look for colleagues to 

share these values when joining the team. 

 

Do the right thing It's what we do when no one else is looking that defines us. For us, doing the 

right thing means being accountable for our actions and giving the highest level 

of attention, respect and consideration to everyone, all of the time. 

 

We want Dale Power to be good to work both with and for. By always doing 

what's best for our customers, our colleagues and our company, we will build 

even greater trust and confidence in our brand. And it'll make us even better 

people to do business with. This also means being commercial – we won’t over 

engineer and will strive to deliver the right solutions for the right price 



 

 

Be the difference The knowledge, skill and experience our people have make us unique. And we 

believe that every individual has within them the ability to lead by example, 

inspire those around them and be the difference between ordinary and excellent. 

 
Whilst we are a collective of exceptional talents, we believe that our potential is 

greater than the sum of our individual skills. By taking responsibility the quality of 

our own work and pride in what we deliver as a team, we build not just better 

products, but a better business. For all of us. 

 

Love our 

customers 

We recognise that our customers trust their hard-earned budgets in our ability to 

help protect their business. In return, it's our duty to repay this trust by making 

their needs our priority. That’s why every decision we make - and every outcome 

we measure - must be grounded in how well we serve our customers. 

 
Keeping customers happy is the key to our success now and in the future - so 

we must show them how much they matter to us. Put simply: if we love our 

customers as much as we can, they will love us back. 

 

Never settle We’re driven by trying to find solutions to what’s in front of us. We are passionate 
and courageous in our decision making and restless in our pursuit of solving our 
customers problems. That means setting high standards, being sticklers for 
quality – and never settling for 'good enough’. 

 
If you need inspiration to go above and beyond, look around you. We work with 
brilliant people who do exceptional things every day. And that, in itself, is an 
excellent thing. 

 

Look forward We’ve been around for a long time. We've seen and learned so much, and our 
experiences give us a unique pedigree. Our rich heritage gives us stability. But 
the future brings us new opportunities. 

As the world strives towards net zero and organisations seek to secure their 
energy supplies, the curiosity that comes from always asking 'what's possible' 
means we are well placed to support our customers as they seek partners to 
help in managing their changing energy needs. 

And that's a challenge we look forward to. 
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