[image: image1.jpg]¥
TILIA

HOMES




ROLE PROFILE

	Function
	Sales and Marketing

	Job Title
	Sales Administrator

	Grade
	C2
	

	Reporting Lines
	Reports to
	Sales and Marketing Director
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Aim of the role

Be responsible for all sales and purchasing administration within the Sales Office.
Responsibilities and Duties

· Support Sales Managers and sales department in providing a fully; customer focussed sales and procurement function;

· Deal with sales and purchase invoice queries;

· Carry out data check on entered sales extras/upgrades;

· Support Accounts and Finance Team;

· Additional suitable duties as required.

Knowledge Skills and Experience

· Experience in a sales and/or administration role.
	
	
	
	Our Values

	
	
	
	Act as one team

	
	Collaborative
	
	Communicate

	
	
	
	Assume everyone has the best intentions

	
	
	
	

	
	
	
	Find a shared solution

	
	
	
	This starts at the top

	
	Trusted
	
	Ensure everyone feels valued

	
	
	
	Say what you mean, do what you say

	
	
	
	

	
	
	
	Be open and honest

	
	
	
	Make sure we deliver

	
	Focused
	
	Be present in the process

	
	
	
	Be thorough and disciplined

	
	
	
	

	
	
	
	  Understand the end goal



