Signature Commercial Limited

JOB DESCRIPTION

Sales and Marketing Assistant

	Responsible to: 

	Commercial Manager.


	Main purpose of role:
	To provide support to the Commercial Manager and assist in the selling of Signature Commercial products.




Key Tasks

1. Provide sales and marketing support to the Commercial Manager.
2. In conjunction with the Commercial Manager provide day to day support for the relationship with customers and developing the growth of sales for Signature Commercial products.  
3. To work with the Commercial Manager to prioritise customers and prospective contacts to ensure targets are achieved.  
4. Build sustainable relationships both internally and externally to support the objectives of the business.
5. Support the Commercial Manager in the growth of profitable business.
6. Co-ordinate the communications and marketing plan, including social media, to deliver effective and timely communication to key audiences. Work with Signature to ensure there are no conflicts.
7. Act as first point of contact for commercial enquiries. 
8. Represent Signature Commercial at external events and meetings where required.  
9. Work with Signature to develop sales/marketing material and online presence to support the communications and marketing plans.
10. Assist the Commercial Manager in monitoring budgets and reporting sales and costs against targets. 
11. Support the Commercial Manager in providing up to date competitor analysis.
12. Apply and monitor the licensing arrangements where appropriate.
13. Oversee print management where appropriate
14. To carry out any other duties that might reasonable be expected of the post holder.


Relationships

	Internal:

	Commercial Manager and Signature staff at all levels.


	External:
	Private and commercial companies, educational purchasers, Signature customers, Signature centres.




Equipment / Software Used

Microsoft Office Suite
Telephone/Textphone/Short Message Service (SMS).
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PERSON SPECIFICATION
Sales Support Co-ordinator

	Requirements
	Essential

	Desirable

	Education/
Qualifications

	· General education levels to GCSE/O and A level or equivalent. 
· Recognised marketing qualification.
	· Educated to Degree level or equivalent.


	Experience

	· Sales and marketing experience in a medium sized commercial organisation or marketing agency, including achievement of targets.
· Strategic/sales planning.
· Confident selling techniques on the telephone and face to face.
· Ability to get to the heart of the problem, plan a solution, and see it through effectively to completion.
· Understand the concept and have experience of ‘sales’ within an educational set up.
· Can follow and enhance an effective sales process.
· Sales in a business to business environment.
· Customer retention strategies.
· An understanding of the Training provider market.
· Experience of managing communication channels including websites, Facebook, Blogging and Twitter.
· Experience of CRM, mailshots/dotmailer design, Google analytics

	· Experience of educational products both printed and digital.


	Knowledge
	· General business principals including  profit and loss
· Knowledge and experience of working in a competitive market.
· Knowledge of selling specialist products and services. 

	· Knowledge of Further Education sector, funding and strategic context.

	Skills and 
Abilities
	· Strong initiative, drive and enthusiasm.
· Flexible and adaptable.
· Creative, dynamic and innovative.
· Good general administration skills.
· A positive team player with the ability to think and act on ones own initiative in an integrated marketing environment. 
· Effective and efficient time management.
· Exceptional sales and negotiation skills.
· Excellent interpersonal skills, able to deal with people at all levels.
· Excellent oral and written presentation skills, specifically written English.
· Highly organised with excellent proactive planning and project management skills.
· High degree of numeracy and the ability to analyse statistical data and collate complex information into reports.
· Excellent IT skills, including experience of working with databases, CMS, Microsoft Office applications and social Media.
· A high level of proof reading accuracy and attention to detail.
· Ability to work under pressure and meet deadlines.
· Have evidence of results based campaigns returning positive sales revenues.
	




	Location and working hours
	The post is based in the Office of the parent company - Signature which is located in Mersey House, Mandale Business Park, Belmont, Durham, DH1 1TH.  This is a non-smoking building.  Working hours – full-time 37 hours per week, Monday to Friday.


	Holidays
	25 working days per year plus recognised bank or public holidays currently 8 in all.  Of the 25 days holiday, you must keep up to 3 days each year to bridge the gap between Christmas and the New Year, when the office closes.


	Salary
	Post is on a fixed term contract of up to 1 year.  The basic salary for this post is £20,000 (gross per annum).  



	Requirements








Pension
	Post is subject to a 3 month probationary period, receipt of references satisfactory to us.

Employees are expected to complete the following Signature courses within 2 years of commencing employment:
· Level 1 Award in British Sign Language.
· Level 1 Award in Deaf Awareness and Communication.  


Signature operates a voluntary pension scheme through the Pensions Trust.  The contribution rates are:  employees 5% and employer 10%.
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