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Service Delivery Support Specialist
Integra Services is a new company in the Macedonian market, primarily focused on service provision to major international clients. Our core business focuses on fulfilling recruitment and staffing needs to our clients, ensuring that their businesses are supported efficiently. We provide a challenging work environment, immense knowledge, experience and training opportunities in the IT consulting and engineering industry. 
Sue to increased activity and business expansion opportunities, Integra Services is looking for a Service Delivery Support Specialist to become an integral part of our Delivery team. The Service Delivery Support Specialist is a support role within the delivery organization, providing utmost administrative and operational support to the delivery team in day to day activities. 

Duties and responsibilities:
· Have all-encompassing knowledge and understanding of all service delivery contracts
· Assist Service Managers in planning and coordinating all sales, delivery and operational activities against service delivery contracts
· Build an understanding of designated customers and customer requirements
· Assist Service Managers with scheduling of tasks and activities against service delivery contracts
· Maintain and update issue, risk and task logs to support Service Managers in daily activities against service delivery contracts  
· Register and log all new opportunities / RFQs / task orders against service delivery contracts
· Ensure administrative compliance when responding to customer requirements 
· Maintain structured contract documentation per service contract and an overall service delivery contracts repository
· Participate in meetings with clients, prepare comprehensive Minutes of Meeting and distribute accordingly to all parties
· Execute market research tasks as directed by Service Managers and/or Head of Delivery
· Contribute with ideas and brainstorming to developing delivery processes
· Other Responsibilities:
· Cross functional team working and interfaces when required
· Interface with other team members and management where required

Required Experience and Skills:
· Experience in Project Management and/or Service Delivery is an advantage
· Experience working in international environment is an advantage  
· Experience and involvement in international projects is an advantage  
· Experience with administrative, operational and financial processes within a project/contract lifecycle (i.e. scheduling, planning, issue tracking etc.) is an advantage 
· Interest in an international career in Project Management / Service Delivery  
· Respond well in potentially stressful working environment
· Flexibility in attitude to working hours according to working tasks
· Advanced computer skills with MS office applications
· Ability to work independently, enthusiastically and creatively with limited supervision

Education:
· University degree in Economics, Finance/Accounting, Management, Business Administration or equivalent disciplines


Language Skills:
· High proficiency in both spoken and written English is mandatory
Working Location:
· The working location is Skopje, North Macedonia, with occasional travel to other company and customer sites.


Reports to:
· The Head of Delivery
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