Job Description
[COMPANY NAME]

	Job Title
	Sales Assistant

	Reporting To
	Sales Manager


	Job Purpose

	To supports sales and marketing managers by tracking, investigating, and reporting sales information; resolving problems.


	Main Duties

	· Maintains promotional database by inputting invoice and bill-back data

· Resolves order and inventory problems by investigating data and history; identifying alternate means for filling orders; notifying managers and customers
· Provides product, promotion, and pricing information by clarifying customer request; selecting appropriate information; forwarding information; answering questions.
· Calculates and reports weekly and monthly reporting figures and projections

· Forwards samples by entering request; arranging shipment; notifying customer.
· Prepares sales presentations by compiling data; developing presentation formats and materials.
· Maintains customer database by inputting customer profile and updates; preparing and distributing monthly reports.
· Any other related tasks that may arise in the course of employment



	Person Specification

	Essential

· Experience working in a sales environment
· Ability to work under pressure and meet targets 
· Knowledge of computer office programs
· Strong communication skills both written and verbal

· Excellent interpersonal and negotiation skills
· Strong administration and organisational skills, including attention to detail 
· Ability to work on own initiative as well as part of a team
· Enthusiastic and eager to develop

Desirable
· Experience working directly with clients
· Knowledge of sales techniques
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