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JOB DESCRIPTION/PERSON SPECIFICATION

	A
	POSITION DETAILS

	
	DIVISION:   Material Sourcing     -     BUSINESS UNIT: Field Sales 

	
	JOB TITLE:
Telesales Coordinator
REPORTING TO:    The Field Sales Manager 

	
	GRADE: 12 


	B
	JOB PURPOSE

	Brief summary of the role and overall purpose
This role is Regionally based and will report into the Field Sales  Manager , the key purpose of the role is to supports the Field Sales team by : 
· Proactively contact prospect customers by telephone with the objective of generating a sales appointment for SITA UK to discuss new service propositions Review and manage all prospect data supplied from different areas within SITA UK this will  also include external sources - feeding this data into a customer contact pipeline process .  
· Developing and maintaining a prospect database that will be used to develop specific target customer information for proactive tele sales contact in the future.



	· To contact business prospects ( cold calling ) , gathering information relating to current services in place from competitors and future requirements .

· To establish the SITA service solution appropriate to our target customer and also identify the purchasing decision maker. 
· Make a customer appointments with the target prospect and coordinate a sales person visit   with the objective of  acquiring new business for SITA UK.

· Achieve agreed KPI targets set by the FSM for the following : number of calls – number of appointments – numbers of conversions . 
· Diarise sales appointments made for each sales team member as appropriate, ensuring effective use of available working time for both the FSE and FSM  .
· Developing and maintaining all related administration tasks including weekly/monthly planner and reports.
· Develop and maintain a prospect data bases  as agreed with the FSM so that all information is updated and ready to use in the tele sales contact process . 
· Report and review with the FSM each month on the performance of the Tele Sales operations in line with the agreed KPIs to ensure leads are followed up and  prospect feed stock pipeline is reviewed .

· To present results and feedback of the of the Tele Sales operation at monthly team meetings and other similar audiences.  




	C
	KEY RESPONSIBILITIES


	D
	CORPORATE RESPONSIBILITIES

	In line with SITA UK’s Health and Safety Policy the job holder is expected to;

· Take reasonable care of his/her own health, safety and welfare and that of other people who may be affected by his/her actions or omissions.

· To co operate with SITA UK and with other employees in order to comply with health and safety law and SITA UK’s Health and safety Policies and Procedures

· Not to misuse or interfere with, intentionally or recklessly, anything provided in the interests of safety.

· To ensure that within his/her areas of responsibility, SITA UK complies fully with its legal duties in respect of the health, safety and welfare of its employees and of other people who may be affected by his/her actions or omissions

· To ensure that the responsibilities commensurate with his/her role as laid out in the Health and safety policies and Procedures are fully met.

In line with SITA UK’s Values and Ethics Charter the job holder is expected to ;

· Act in a honest, responsible and respectful manner to others

· Be responsible for their own professional conduct

· Comply everywhere and in all circumstances with the laws and regulations connected with their activities

· Comply with our obligations to our partners such as shareholders, associates, clients, suppliers and the community
Any other duties that are reasonably requested within the scope of the job role


	E. GENERAL CRITERIA (ESSENTIAL & DESIRABLE)


	CRITERIA

RATING

1 = LOW   5 = HIGH

	KNOWLEDGE/QUALIFICATIONS/TRAINING/SKILLS & EXPERIENCE:
	

	Must be proficient using Word, Excel, Power Point, and Lotus Notes. 
	5

	Must have excellent telephone and communication skills.
	5

	Ability to influence prospects to agree to a sales meeting is essential
	5

	Role requires a high level of time management and self organization skills
	5

	Hold an ability to converse with both internal and external stakeholders.
	4

	
	


The contents of this job description reflect the main duties and responsibilities of the job and are not intended to form part of the contract of employment.  SITA UK may revise the content of this Job Description/Person Specification at its discretion.
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