Sales Support Administrator – Job Description
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Company:	Stannah Lifts Ltd
Function:	Sales Support
Reports to:	Head of Sales – Machinery Directive 

Purpose

Capture, nurture and develop sales opportunities helping us to secure sales.  Providing a customer & sales focused support function, ensuring the lift specification is accurate and meets the customer requirements on all projects.

Key Responsibilities 

1. Lead Management – recording and evaluating enquiries received via telephone and web enquiries, record actions taken and next actions on Commercial Leads.  Nurturing the enquiry with the aim of developing a sales opportunity.  Providing quote and sales information before handing over to TSE.
2. Evaluate tender enquiries and record on to Commercial Leads capturing next actions and allocating an owner. Liaise with customers regarding tender due dates, clarification of specification requirements & information needed for quotation purpose.
3. Quotes – Follow pricing guidelines and rules when preparing quotes for customers, this includes discount policies and mark up requirements. Obtain quotes from OEM’s required for tendering or quoting purposes.
4. PQQ – Responsible for the completion and reply to requests from our customers for Project specific questionnaires in an accurate and timely manner.
5. Sales Support – Provide support at all stages of the sales process and liaise with other departments in the business on behalf of the TSE’s.
6. Check all jobs on customer project software, reviewing alerts and checking for comments on a daily basis.  Ensure anything relating to the lifts are passed to the appropriate person. Upload all new drawings and additional lift documents in line with the project rules.
7. Customer Charter – full compliance with the Customer Charter.
8. Trade Sales – Provide administration support and work with the Trade Sales Manager in a support capacity
9. Cover for the Trade Sales Manager and wider customer solutions team as required.
10.  Head of Sales Support – Provide the Machinery Directive Head of Sales with support as required.
This list is not exhaustive and the jobholder will be expected to undertake any duties within their capacity to meet the needs of the business and/or the Sales function.



Skills and Experience
· Must be accurate and have a good eye for detail.
· Structured and methodical approach – putting first things first and not creating wasted or duplicated effort. 
· Well organised and will remember to document agreements & follow things up.
· Good IT skills – MS365 etc
· Active involvement in continuous improvement, challenging existing ways of working in order to drive change that results in improved operational effectiveness.

Personal Attributes and Behaviours

· Well organised and can prioritise and manage their time whilst achieving deadlines and dealing with pressure.
· Ability to communicate well with people at all levels and with customers – this could range from an Architect to a large or small regional builder or an owner.
· ‘Can do’ attitude.
· Ability to work to tight deadlines & deal with pressure.
· Questioning mind and not taking things for granted – not at ‘face value’.
· Takes responsibility for completing one’s own work.
· Takes pride in their work and strives to exceed customer expectations.

Relationships

Internal 

The jobholder will be expected to maintain close and effective personal working relationships at all levels of the organisation. The communication skills required include the ability to communicate technical complex and sensitive information. Working closely with Technical Sales Engineer’s, estimators and the wider new lifts team.

External 

External agencies including suppliers, customers and OEM’s – every day.
 
Education and Qualifications
1. Maths GCSE or equivalent
1. Customer service qualifications (desirable)
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