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ROLE PROFILE

	Function
	Sales and Marketing

	Job Title
	Sales Administrator

	Grade
	C2
	

	Reporting Lines
	Reports to
	Sales Director

	
	
	

	
	Direct Reports
	N/A




	Aim of the role
To provide administrative support to the Sales team.


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.
· Strong verbal and written communication for interacting with clients, suppliers, and internal teams.
· Ability to manage multiple tasks, prioritise workload, and meet deadlines under pressure.
· Strong attention to detail:
· Competent in using Microsoft Office (especially Excel, Outlook, and Word)
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	Customer Focus
	

· Every decision we make revolves around delighting our customers

	Passion for Building
	
· We approach each project with unwavering enthusiasm

	Sustainability
	
· Understanding our environmental footprint by incorporating eco-friendly practice and materials into our communities

	Lasting Community
	
· We create communities with a sense of belonging and a legacy for generations to come

	Belief in Better
	
· We are committed to delivering homes that are the definition of excellence
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