BusinesS COORDINATOR- Role Description

Department: Knowledge 


Roles & Responsibilities:

Co-ordination for day-to-day business
Co-ordination with regional head office & certifying office.
Audits scheduling (timely & effective communications with clients).
Maintaining and updating database (e.g. CRM, SALES FORCE, CERTIQ, SHARE POINT, APPLAUD+, BOSS & CATS etc..,)
Maintaining client files / internal SGS documents and forms
Invoicing & liaison with Finance division to maintain up-to-date info, follow-up with clients for payment realization.
Maintaining Enquiry / Proposal Log (with strike-rate analysis, analysis of work lost to competition etc)
Marketing public courses and getting new business.
Co-ordination of sales campaigns (mail-shots, calls, database update etc.)
Assisting business development in specified territory(s)
Preparing training materials / Certificates
Assistance with cross-selling of services of other divisions
Complying to all HSE requirements as per OI procedures 
Relationship-building.


Education: Minimum Graduate / Science graduate preferred

Experience: 2-5 years of experience in admin work preferred

Visa status: Transferrable visa, should be available for immediate transfer. With driving licence preferred. 


 



