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PURPOSE OF POSITION

To project a professional image of the company by liaising with members of the public and by doing so, generating new business for the company.  

KEY PERFORMANCE AREAS:

· Credit Applications

· Contracts

· Reports

· Month End processing

· Installation Forms
· Relations (Customer / Suppliers / Staff) Processing of rental/service contracts and cash deals
· Processing of all Rentals/ Services/ Service Contracts / Cash Deals 
· Creating / Opening of new accounts 

· Contract & customer maintenance

· Determine Customer and Upgrade Settlement figures
· Assist with Credit Applications / Contracts only if required
· Assist with Ordering machines (only if required)
· Laserfiche and File all Contracts, supporting documents and Settlments
DUTIES AND RESPONSIBILITIES

CREDIT APPLICATIONS

· Ensure all mandatory fields in application forms / contracts / installation forms are completed.
· Scan in and email or fax the applications with relevant documentation through to Finance House.
· Report back to the Sales Reps as soon as receiving feedback from Finance House.
· In-house deals - take the application and relevant documentation to Financial Manager for approval. 
· Report back to the Sales Support or Sales Rep if there are still documents outstanding and or if deal has been approved or declined.
· Work closely with Sales Reps to ensure that contracts are completed and signed in their entirety and if the need arises to perform customer visits to achieve this end. 
· Go the extra mile to get an approval
· Complete Purchase Requisition for Approved Deals – hand to W/House co-ordinator or S.O.M. if W/H Co-ordinator is not available to place order on AS400.
CONTRACTS
· Draw-up Contracts and Supporting Documents for Customer (Surety, Debit Order, Resolution, CSA etc.) if applicable (as per Finance House requirements on Approval) plus.  Give documents to Sales Rep. To be signed.
· Ensure that customers complete all relevant contracts & documents.
· Make sure all the information on the contracts / and or other documents is correct when receiving it back from the customer.
· Make sure if all the relevant documentation is attached.
· Make sure the correct person signed the contract(s).
· Make copies of the contracts and documentation for our references; to be scanned into Laserfiche and filed in Clients Files by Filing Clerk at the end of the month.
· System Operational Manager, Financial Manager or Managing Director to check and sign all deals before it is Laserfiched and filed. (One of above to sign on Contract Cover Sheet).
· Financial manager to check payment on all deals – To confirm Cash and EFT Payments in Bank Account, Clearance of checks and Finance House Payments and Settlements.
· Send the original contracts and documentation to the Finance House.
· For Inhouse deals - original contract goes to Financial Manager and/ or Managing Director for signature(s). 
· When deal is complete – Laserfiche and file in Storeroom.
REPORTS

· Download reports form File Zilla to a excel spreadsheet (if required). 
· E-mail to relevant Managers on request.
MONTH-END PROCESSING
· Check if all contracts and customer updates have been done.
· Ensure that all contracts and cash deals have been processed / Invoiced.
INSTALLATION FORMS

· Ensure installation forms are completed entirely and accordingly (special attention to collection of upgrade units)

· Attach Signed Installation forms to deals – make sure Installation has been Laserfiched. 
RELATIONS (CUSTOMER / SUPPLIERS / STAFF)

· Ensure that there is always a pro-active helpful attitude displayed towards customers, our suppliers and our staff.

· A solid transparent relationship with Financial Institutes maintained. 

PROCESSING OF ALL RENTAL / SERVICE CONTRACTS AND CASH DEALS
· Receive rental / service contracts and cash deals
· Load contracts according to a period (36, 48 or 60 months) on the AS-400 to enable to bill at month-end
· If it is an upgrade, Sales Coordinator (Administrator) or Systems Operational Manager to suspend existing contract and CSA – Ensure that Settlement has been given trough to Financial Manager for payment (if applicable).

· Ensure that all deals are loaded correctly.
· Ensuring that all invoices have been generated for cash deals.
CREATING NEW ACCOUNTS

· If client is new; an account must be opened on the AS-400 system, then client information must be loaded.

· Invoices must be done on the accounts that have been opened for cash deals.

CONTRACTS AND CUSTOMER MAINTENANCE

· To update and maintain information on existing customer accounts (written confirmation from Customer is required) or Confirmation from Management.
· Meter reading differences must be corrected.

DETERMINE SETTLEMENT FIGURES

· If Rep, Sales Support or Sales Manager want upgrade settlement, System Operational Manager or Sales Co-ordinator(Administrator) to print “contract” from AS-400 and give to relevant sales member (to be authorised by Sales Manager or Managing Director).
· If customer is not interested to upgrade, work out “customer” settlement for client on an Excel spreadsheet under “Settlement Advise” and saved under customer name / business name. (Need a letter from Customer on Business Letterhead).

· Financial Manager, Sales Manager or Managing Director to check Settlement and Sign Settlement Advice.
· Give to Sales Rep, Sales Support or Sales Manager to give to client.

· When receiving settlements request from clients or other Nashua Franchises, check on the AS400 all the details and work out the settlement, give copy to Sales Rep or Sales Support to follow up with clients and or give settlement to client or Nashua Franchise if approved by Sales Manager.
CREDIT APPLICATIONS

· Assist Sales Support Administrator with Credit Applications (only if required).

CONTRACTS

· Assist Sales Reps or Sales Managers with Contracts only if required.

ORDERING OF MACHINES

· Complete Purchase Requisition for Approved Deals – hand to W/House co-ordinator or S.O.M. (if W/H Co-ordinator is not available) to place order on AS400. The S.O.M to sign Purchase Requisition (to be approved, before ordering the goods).
FILLING

· LaserFiche all Contracts, supporting documents and Settlements. 

· File in their separate files in Storeroom.

AUTHORITY

Accepting full responsibility for all duties and key performance areas.

OTHER ASSIGNMENTS 

To perform any other duty / assignment as and when directed to do so by the Sales Managers or as per directed by themselves through the Personal Assistant.

Uphold company standards. To co-operate and assist colleagues when the need arises. 

Always have a pleasing personality, to work with urgency, be proactive, see the big picture and always start with the end in mind.

The above Job Description was read, understood and accepted by the employee.
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