Job Description: Sales executive - JPen Medical

Core purpose

Reporting to the Commercial Manager, the Testing Administrator role is to: 
1. Contacting customers, generate new business  
2. Have the ability to extrapolate information from the database as required for review

3. Provide quotations
4. Update Excel spreadsheets

Roles and responsibilities

1. Delivering great service and product advice
· After training, you will be expected to be able to operate with minimum supervision to the standards prescribed by the Commercial Manager

· You will be a first point of contact for inbound new business telephone enquiries, either addressing queries yourself, or being able to route them to the appropriate person 

· You must complete essential booking administration tasks including:
· Extracting relevant information from the company’s database to identify customers requiring their next engineer visit
· Confidently advise customers of the breadth of services offered and advise on the requirements for additional testing
2. Self Management
· You must be self motivated capable of working with minimum supervision

· Good time keeping
· You must be able to plan and organise yourself, managing several tasks at the same time.
· Ensure tasks are completed to the appropriate standard and on time

· Be confident to address customer queries and explain any amendments 
3. Customer, colleagues’ relationships

· To be polite and courteous to customers and colleagues at all times

· Must be able to work within a team environment and interact with colleagues as required
Key skills and experiences

· Enthusiastic approach to problem solving
· Good organisational skills
· Good working knowledge of MS Office suite
· Be able to manipulate Access and Excel worksheets
· Good oral and written communication skills
· A self-starter
· Have good interpersonal skills and telephone manner 
