Commercial Coordinator
Role Profile
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	Reports to:
	Commercial Manager

	

Purpose:
	

	
The Commercial Coordinator supports the commercial function by managing quotation processes, data collation, and accurate record-keeping. Acting as a key point of contact for customer quotes and supplier pricing, the role ensures smooth communication between departments and maintains high standards of accuracy in all commercial documentation. The Commercial Coordinator works closely with the Customer Liaison Manager and Buyer to support business efficiency, profitability, and customer satisfaction.


	Key Responsibilities:
	

	
Health, Safety and Welfare:
· Work in accordance with the Safe Systems of Work and Standard Operating Procedures
· Influence, control, and monitor risk to improve safety and health issues in the workplace and provide guidance to ensure a satisfactory standard of housekeeping.
· Report all accidents and near misses.
· Be aware of the health and safety of all staff and their wellbeing with specific emphasis on any direct reports.

Environment:
· Achieve company sustainability and environmental objectives in line with the Group policies and Blueprint.
Compliance:
· All activities and processes must be carried out in accordance with our ISO9001 compliance.

	
The Role:
	

	
Quotations and Pricing Management:
· Serve as the primary point of contact for customer quote requests.
· Complete quote templates for wood parts in liaison with 3D Ply.
· Complete quote templates for upholstered parts in liaison with GUS.
· Support the Commercial Manager in gathering data for complex part quotations.
· Ensure that all pricing data is accurate, approved, up to date and filed correctly.
· Maintain and organise a central database of current and historical pricing for both suppliers and customers, archiving outdated information appropriately.
· Conduct regular pricing checks to ensure accuracy and competitiveness.
· Maintain customer price lists and process price updates (including increases) in coordination with the Commercial Manager.
· Ensure all changes are properly documented, communicated, and stored in the appropriate shared locations for easy access.


Order and Purchasing Support:
· Deputise for Sales Order Processing in times of absence to ensure business continuity.
· Create purchase orders for non-standard parts as required.
· Collate material usage data to support purchasing decisions.


Data Collation and Reporting:
· Gather stock take data from Team Leaders and prepare it for month-end review by the Commercial Manager.
· Collate Work in Progress (WIP) data for review by the Commercial Manager and submission to the Accounts team.
· Support commercial reporting by maintaining accurate, detailed, and timely records.


Process Improvement:
· Identify opportunities to improve internal processes that impact customer satisfaction.
· Work closely with cross-functional teams to implement changes that enhance service quality and efficiency.
· Stay informed about industry best practices and emerging trends in customer service and apply them to the organisation.

Communication and Coordination:
· Work closely with the Customer Liaison Manager and Buyer to ensure accurate flow of information across departments.
· Liaise with internal stakeholders (production, accounts, procurement) to ensure all commercial data aligns with operational needs.
· Communicate clearly and effectively to support timely decision-making and smooth commercial operations.

Process Improvement:
· Identify opportunities to enhance the efficiency and accuracy of commercial processes.
· Support implementation of improved data management and pricing systems.
· Maintain a high level of attention to detail and consistency across all documentation.




	Competency Framework

	Title of Competency
	Desired Level

	Seeing the Big Picture
Understand how your role fits with and supports organisational objectives. Recognise the wider business priorities and ensure work is aligned with Group interests.  
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	Changing and Improving
Seek out opportunities to create effective change and suggest innovative ideas for improvement. Review ways of working, including seeking and providing feedback.  
	

	Making Effective Decisions
Understand how your role supports the wider commercial and business objectives. Align daily activities with organisational priorities.
	

	Changing and Improving
Seek opportunities to improve quotation, pricing, and data processes. Suggest practical solutions and share feedback.

	

	Making Effective Decisions
Use accurate data and sound judgment to support timely and evidence-based decisions.

	

	Leadership
Demonstrate reliability, accountability, and a proactive approach in supporting the commercial function.

	

	Communicating and Influencing
Communicate clearly, professionally, and collaboratively with both internal and external stakeholders.

	

	Working Together
Build effective working relationships with colleagues in sales, production, and procurement to achieve shared goals.

	

	Develop Self and Others
Take responsibility for personal learning and development. Share knowledge to support team improvement.
	

	Managing a Quality Service
Deliver accurate, timely, and high-quality outputs with close attention to detail and compliance.
	

	Delivering at Pace
Take responsibility for delivering timely and quality results with focus and drive. 
	




	Skills Required:
	

	
· Excellent computer literacy, particularly Microsoft Excel, Word, and Outlook.
· Strong numerical and analytical skills.
· Exceptional attention to detail and organisational ability.
· Ability to manage multiple tasks and prioritise effectively.
· Experience with pricing, data entry, and quote preparation processes.
· Clear and professional communication skills.
· Supportive and collaborative team player.


	Personal Attributes and Behaviours:
	

	· .Demonstrates honesty, integrity, and professionalism in all interactions.
· Collaborative and proactive, working effectively with colleagues across departments.
· Committed to accuracy, consistency, and continuous improvement.
· Organised, dependable, and self-motivated.
· Aligns with company values and contributes positively to team culture.


	Education and Qualifications:
	

	· Level 3 qualification in a relevant business or administrative discipline.
· Minimum of 3 years’ experience in a commercial coordination, estimating, or administrative support role.
· Experience working in a manufacturing or supply chain environment is desirable.


	
N.B.  This is not intended to be a full definition of responsibilities, and the postholder will be expected to assist in such other responsibilities as may be allocated.
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