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Job Description for Internal Sales Executive
Job Title: Internal Sales Executive

Reporting to: Business Development Director

Location: Belfast

Salary: Dependent on experience

Job Summary

Due to Metartec’s rapid growth we are looking for an Internal Sales Executive who will report directly to the Business Development Director, to help drive the business forward. This position is a great opportunity to work for a rapidly growing organisation within the Critical Power Industry. It offers the candidate a chance to take on a new role supporting the external sales staff in conjunction with the marketing department. 
This role is multi-disciplined and will include aspects of sales and working with marketing personnel to generate opportunities from company and customer data. It will involve working alongside a wide range of people e.g. staff in other departments, directors and customers.
This role is ideal for a well-organized person who is a clear communicator and can demonstrate competence in a fast paced environment. 
Responsibilities: 

As an Internal Sales Executive your responsibilities will vary enormously and tasks will include:

· Direct selling and account management

· Handling sales phone calls and e-mails

· Generating quotations to send to customers

· Supporting the Sales team in all aspects of their work

· Follow up leads and enquiries

· Manage Metartec’s Core Business System for quotation management and CRM
· Assisting in the production of ongoing competitor analysis and reporting.
· Communicating and negotiating with customers, clients and suppliers

· Identifying opportunities to promote products and service s to customers.

· Exploring ways of improving existing products and services, and increasing profitability

· Liaising with other internal departments such as sales and distribution

· Presenting findings and suggestions to company Directors or other Senior Managers

· Travelling to trade shows, conferences and sales meetings

Skills and Attributes:
· Knowledge of the sales process and concepts

· Excellent written and verbal communication skills

· Have the ability to work well under pressure and meet tight deadlines

· Be a creative thinker

· Have the ability to work well in a team and with a wide range of people

· Be organised and methodical

· Have a good business awareness

· Be proactive and able to take initiative

· Have excellent customer service skills and demonstrable experience

· Be well presented with a professional manner

· Be persuasive and diplomatic

· Be able to manage and work within a budget
· Be articulate and have a good telephone manner

· Proven ability in copy writing for sales purposes
· A keen eye for attention to detail is crucial

· A high level of computer proficiency and demonstrable working knowledge of IT
· Creative, innovative and willing to contribute ideas and professional opinion

· Passion and enthusiasm

· Strong sense of initiative and a “can do” attitude

· Ability to work independently and as part of a team

Requirements:

Essential:

· Hold a suitable qualification in administration or electrical discipline
· Experience in a marketing and/or sales role would be a benefit but is not essential
· Must be proactive and have the ability to work on own initiative with little supervision 
· Understand customers service and the importance of customer retention 

