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DIRECT SALES REPRESENTATIVE
	Department
	Sales  

	Job title of Line Manager
	Marketing Manager

	Responsible for
	Generating sales opportunities and qualifying prospects for Sales Account Representatives   

	Location
	45 South Street, Chichester

	Hours of Work
	37.5

	Key Contacts 
	Sales Manager, Sales Account Representative 

	Post Number
	HR to complete

	Grade
	


Purpose of Role

Main Tasks & Activities

	1.
	Direct Sales 


· Makes outgoing customer calls in order to sell the company’s products and services
· Answers questions about product specifications and pricing
· Conduct follow-up phone calls on email marketing campaigns 

	2.
	Lead Generation


· Source new sales opportunities through inbound lead follow-up and outbound cold calls and emails
	3.
	Booking Demonstrations


· Assist sales team with arranging meetings and follow up sales calls with new prospects

· Direct prospects to the field sales team when needed
	4.
	Maintain Database 


· Accurately and efficiently enters customer information into company databases
· Maintain a list of potential leads and conduct subsequent follow up calls/emails

· Keep records of calls and sales and note useful information
	5.
	Other duties.


· Maintain good customer relationships
· Providing reports on sales activity 

PERSON PROFILE

	Area
	Essential Criteria
	Desirable Criteria

	Education & Qualifications
	Four GCSEs grades A-C or equivalent
	English GCSE or Languages


	Specialist Knowledge and Skills
	Good working knowledge of MS Office to a competent level within an office environment, especially MS Word, Excel and Outlook
Good knowledge of relevant computer programs (e.g. CRM software) and telephone systems
	Knowledge of large scale industries.
Awareness of health and safety requirements on large scale projects 

	Relevant experience
	Proven experience in sales, telesales or customer service roles
	Experience of selling software products 

	Interpersonal and Communication skills
	Ability to learn about products and services and describe/explain them to prospects
Excellent telephone manner and written communication skills 
	Ability to confidently conduct product demonstrations 

	Any additional requirements
	Outgoing and positive personality 

Outstanding negotiation skills with the ability to resolve issues and address complaints
Ability to meet goals
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