JOB  DESCRIPTION
NAME: 







Ashley Joubert
POSITION DESCRIPTION:                                                            Sales Specialist 
JOB TITLE         :     

DEPARTMENT   :    





            General Sales OA / Consumables
UPDATED            :   





             8 January 2018
PURPOSE OF POSITION IN THE OA DEPARTMENT:
To be the Inform champion and ProAct specialist. To load and generate information from Inform and ProAct. To update Dashboard and Raw Data Reports on a day to day basis.

OA Sales KEY PERFORMANCE AREAS:






 
Pro Act

1. Drive ProAct Installations – ensuring correct paperwork is completed by sales reps, customer details are correctly loaded on ProAct and activated by Technical. To file paperwork accordingly. 
2. To monitor ProAct on a daily basis to identify possible upgrades & leads for the O/A Sales Team. 

Inform

1. Recording (adding) New Accounts, updating existing information, uploading customer quotes, adding reminders and appointments.

2. Identify possible upgrades & leads by analising client information and identifying irregular behaviour on customer machines / contracts. 

3. Weekly Inform Reports – Competitor Expiry dates by Portfolio. Number of accounts and Reminders set by Portfolio. 

Nashdat Reports

1. Generate Monthly Customer Nashua Data Reports.

2. Deliver reports to Top 100 customers within province. Other reports to be emailed to customers. 

3. To build rapport with customers and give feedback to relative department on any issues / report back on any possible leads arising from conversations with customer. 
Lightstone

1. To regulate the program on a weekly basis and identify opposition upgrade in various areas. 

2. To communicate any other possible leads to Sales Manager. 

CONSUMABLES:
To support all consumable sales personnel with their daily tasks

Consumables KEY PERFORMANCE AREAS:
1. Quotations                                                                 
2. Sourcing of Pricing.               

3. Placing orders 
4. Control back orders                                                 
5. Invoicing 
6. Do surveys and tenders when required                
7.  Booking out Stock for Copy shops 

8. Account authorizations                                            
9. Arranging Payments for Suppliers.

10. Proper completion of documentation


11. Assisting with all copy shop duties

OA OTHER DUTIES AND RESPOSIBILITIES
1. Assist with Quotations

2. Assisting with Contracts from time to time when neccessary. Collecting, Completing, Loading, Scanning, Submitting, Filing, etc

3. To deal with any customer queries as and when they arise. To communicate with relevant department and give feedback to customer. 

4. Any other request from management pertaining to areas where additional manpower is required from time to time.

5. A positive pleasing personality. 

CONSUMABLES DUTIES AND RESPONSIBILITIES
1. It is expected of a Sales Support to complete all tasks given by her manager.

2. To make all quotations her first priority.

3. Failing to comply with the above set standards will result in reviewing of your position.

4. It is expected of all Sales support to have an in-depth knowledge of all products marketed by Nashua Consumables.

5. It is expected to give immediate attention to any quotation leads handed to you by your colleagues. 

6. To sell at Company prescribed price levels and to deviate from this on approval from the General Sales Manager or Sales Manager.


IN-DEPTH KNOWLEDGE OF ALL PRODUCTS

1. To be up to date with all products marketed by Nashua Consumables.

TENDERS AND SURVEYS

1.  To submit and prepare all tender documents as set out in procedures.

2. To do surveys of companies when required.

3. The  above  Job  Description  was  read, understood  and  accepted  by  the  Employee. 
AUTHORITY


Accepting full responsibility for all duties and key performance areas

OTHER ASSIGNMENTS

To  perform  any  other  duty/assignments  as  and  when  directed  to  do  so  by  the  Managing  Director.

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

Employee Signature:
________________________                                       

Name:
 ________________________
Date:



      ​​​​​​________________________

DEPARTMENT MANAGER’S
CONSUMABLES                                          

Signature:


      ________________________

Name:


                 ________________________

Date: 



     _________________________
OFFICE AUTOMATION                                        


Signature:


      ________________________

Name:


                 ________________________

Date: 



     _________________________

HR ADMINISTRATOR 
Signature:


    _________________________

Name:


                _________________________

Date:



    ______________________
