JOB  DESCRIPTION
NAME









POSITION  DESCRIPTION:

Sales Support
JOB  TITLE         :    


Sales Support 

DEPARTMENT   :    


Sales
UPDATED            :   



31 January 2013
PURPOSE  OF  POSITION:

· To project a professional image of the Company by liaising between members of the public and Sales Staff and by doing this, generating new business for the Company. 

· To Contribute to profitability of Sales Division

KEY  PERFORMANCE  AREAS:
1. Quotations 

2. Tenders

3. Filing 

4. Assist Sales Manager in sales

5. Training of new Sales Consultants Representatives

DUTIES  AND  RESPONSIBILITIES
1. QUOTATIONS & SALES
1.1. Receive hard/soft copy of Quotation Request from the Sales Rep.

1.2. Type the quotation and save it to Laserfiche for future references.

1.3. Print quotation and attached brochure before binding.

1.4. Prepare all hardcopy documentation for Sales team in the Document Control Sheet.

1.5. Receive documentation from Sales Rep for new or upgraded sales.

1.6. Ensure that all the relevant documentation is attached and correct.
1.7. Ensure the correct person signed the quote & all other documentation.
1.8. All documentation given to Sales Administrator for capturing on AS400.
2. TENDERS
2.1. Ensure Sales Staff collect tenders.
2.2. Prepare all documentation for tender and complete all forms included in the tender before binding and sealing in envelope.

2.3. Copy tender document and file for future reference.

2.4. Ensure Sales staff deliver tender on specified date and location.
2.5. Keep a record of all recently submitted tenders won and lost.
3. ASSISTING SALES MANAGER IN SALES

3.1. Regularly updating Control Sheet

3.2. Modify and complete Quotations

3.3. Complete Tender Quotations

3.4. Registering on Government Database

3.5. Appointments with Customers

3.6. Taking minutes for Sales Meeting

4. TRAINING OF NEW SALES REPRESENTATIVES

14.1 Train new Sales Reps on - how to complete contracts / which forms to use when, basics of ISO.
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                                                                      DATE

__________________________                                        __________________________
DEPARTMENT  MANAGER                                           DATE
__________________________                                         ___________________________
L L  ROBINSON                                                               DATE
HR  ADMINISTRATOR 
