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ROLE PROFILE
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	Role Title
	Sales Co-ordinator – International focus, maternity cover

	Reports to
	International Sales Manager 

	Location
	Milverton, with regular travel to meet customers or attend events

	Department
	Commercial 

	Purpose of the role
	· Deliver a high-quality sales service to customers, primarily located outside the UK, across a variety of sectors and business sizes 

	Key internal contacts
	· Purchasing team
· Quality team
· Accounts team
· Operations: Stock Control & Planning team
· Operations: Warehouse team

	Key external contacts
	· Customers
· International freight agents
· UK delivery service providers
· Organic certifiers and government agencies providing export documentation

	Key responsibilities
	Build sales with a variety of existing and new customers:

· Communicate with customers by phone, email and face-to-face to understand their ordering and specification requirements
· Confidently communicate the range of products and services offered by Organic Herb Trading to customers, maximising opportunities to work together
· Liaise closely with Quality team to ensure clear communication of Organic Herb Trading and customer-own product specifications prior to stock sourcing and sales
· Quote according to company policies for all bulk sales, customer-specific blends and bespoke-sourced products 
· Ensure pricing is reviewed according to agreed schedules (usually six monthly or annually) for all ongoing bulk sales, customer-specific blends and bespoke-sourced products
· Work closely with Accounts Manager to ensure all parameters for customer credit are adhered to
· Liaise effectively with freight agents to ensure best service and price for export freight
· Liaise effectively with government agencies and organic certifiers to ensure necessary export documentation is in place
· Work closely with Quality team on customer-specific blend projects, gaining a deep understanding of the customer’s project brief, communicating clearly the services, costs, timescales and ways of working for Organic Herb Trading, and taking all appropriate steps according to procedures to deliver a successful project
· Work closely with the Stock Control & Planning team to ensure customer-specific forecasts and requirements are understood and incorporated into ordering plans
· Work closely with the Warehouse team to ensure customer orders are despatched on time and in accordance with any customer-specific requirements

Broader Responsibilities
· Ensure OHTC is kept clean and tidy. 
· Look for opportunities to grow sales and save the company money.
· Be flexible and be happy to provide support to colleagues when necessary. 

This Job Description is not an exhaustive list of duties; but is intended as a general indication of the range of work undertaken and will vary in accordance with the changing demands of the business.

	Knowledge and experience

	Desirable:
· Sales and quoting experience
· Customer account management experience
· Export and freight experience
· Knowledge of herbal products or the organic sector 

	Skills
	· Excellent head for figures
· Excellent communication skills - both verbal and written
· Range of IT skills in particular Excel, Word and databases
· Attention to detail and organisational skills
· A great team player – willing to take direction from expert colleagues or work on your own initiative as necessary

	Measures of good performance
	· Increased profitability across the business
· Repeat business from customers achieved by meeting their expectations
· Great feedback from top-100 customers

	Contract type
	Maternity cover for a 12-month period

	Hours of work
	[bookmark: _GoBack]36.5

	Probationary period
	1 month

	Notice period
	1 month

	Annual leave
	22 days per annum plus bank holidays

	Pension
	Contributory pension after 3 months

	Produced by
	Sarah Beasley-Stones

	Date
	September 2018





Please sign below in acceptance that the above job description is a true reflection of your role: 

Print Name:	____________________________________

Signature:	____________________________________

Date:		____________________________________
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