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Job title: 	Sales & design co-ordinator
Main purpose of job:
To liaise with our internal and external Solutions Team and create an efficient and professional sales office environment.  The role will require excellent organisation & communication skills, experience of estimating and customer service.

Relationships
Responsible to:	
James Bell – Head of Department ‘Bell Plumbing Solutions’ 

Liaison with:  
Internal and External Sales Managers, Branch Managers, Customers, Suppliers and Office Staff

Main Tasks of Job:
Responsibilities 

1. Create an efficient and professional sales office environment
2. Provide excellent customer service: telephone manner, verbal & written communication
3. Prioritise and coordinate the day-to-day workload of the design team to meet agreed project deadlines 
4. Manage & generate high-quality quotations and estimates
5. Liaise with colleagues and our key suppliers to secure technical support for projects generated by Bell Solutions & UNICO Specialist Partners
6. Escalate complex or technically challenging projects to the appropriate technical team member for review and sign-off
7. Log & track new design enquiries & projects. Maintain accurate customer records, sales data and create reports using our Profit+ CRM / filing system
8. Identify incomplete or unsuitable information and communicate requirements back to customers or installers
9. Sales order processing & follow up
10. Develop close customer relationships with key customers and their support teams

You may be required to perform other duties which may be reasonably expected of you within the company. Amendments may be made to your job description by mutual agreement in relation to our changing needs and your own ability.

                                                                                                                                                                                           c/fwd
Skills Required: 

· Highly organised with strong attention to detail.
· Excellent customer service and proven track record operating in a busy office environment.
· Self-motivated with the ability to lead and use their own initiative
· Able to read and understand drawings and technical information 
· Competent with Excel, Word, office 365 and CRM systems
· Comfortable challenging incorrect or incomplete information.
· Capable of working independently while remaining part of a wider team
· Knowledge of the plumbing and heating industry
· Excellent product knowledge and technical understanding of central heating products 


This person will play an important part in our overall medium and long-term growth strategy. The role for this person will continue to evolve and develop as the business expands. We envisage building a team so man-management skills will also be a key requirement as we develop the business. 
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