	Job title
	Sales Coordinator

	Location
	North – Based in North Tyneside

	Reporting to
	Principal Commercial Manager

	Salary and benefits
	 (Grade 12)

	Closing date
	

	Reference number
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Introduction to the role
SUEZ R&R UK is looking to recruit a Sales Coordinator to join our North Commercial Team, based at our North Tyneside Facility.
About the role
Reporting to the Principal Commercial Manager and working with the North Commercial Team the Sales Coordinator will be responsible for coordinating the day to day and monthly requirements of our contract with RWE but will also provide cover to  our other Sales Coordinator. The successful candidate will also work closely and support other members of SUEZ R&R UK teams contributing to ensure customer satisfaction, whilst Service Level Agreements are met. 
Key Responsibilities
· Monitoring and assisting in the coordination of material flows
· Liaising with existing and new customers, 
· Assisting in driving the business forward in a professional and compliant manner, 
· Hosting daily commercial calls and action any outcomes that may arise.
· Scheduling of material deliveries and collections for various contracts.
· Setting up of accounts on our systems and liaising with both external and internal customers.
The successful candidate will also take ownership of the maintenance of customer contracts and work with the Commercial Managers to continue excellent customer relations. 
Qualifications and experience
Applicants must be able to demonstrate a real passion for providing the very best customer care. Working as part of a busy team the successful candidate must be flexible and well organised in their approach towards working with colleagues and customers alike and have the ability to take ownership of issues when required. 
Experience of working in a customer facing role is essential, as is the ability to display proficient computer skills for the production of reports and excel spreadsheets. Applicants must also have experience in dealing with Credit Control and issues associated with customer payments.
Applicants should be good communicators both verbally and in writing with the ability to solve issues and explain clearly the resolution.
NOTE: if you apply for any of our vacancies and do not receive an automated response within 24 hours of submitting your application, please telephone the HR admin team on 01934 524002

