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Job Description
Job title: Sales Executive


Based at: Cambridge

Reporting to: Marketing and Sales Director
Experience: Previous experience in customer care or telesales is desirable.
Main duties and responsibilities:

· To introduce new clients to the services provided by Workplace Law resulting from inbound enquiries and the existing client database in order to maximise sale potential.

· To discuss needs with prospective clients and match Workplace Law products and services to their needs.  To help clients make decisions, move forward, solve problems and succeed in business.

· To build relationships with new and existing customers ensuring the professional, friendly image of the company is maintained. 

· To manage and prioritise your call list ensuring they are set near events that are of interest to the right people.  

· To meet targets and deadlines ensuring that your work is tangible and measurable.

· To take ownership of calls and responding to customer queries personally and in a timely manner.

· To implement campaigns co-ordinated by the Marketing and Sales Director.

· To operate Microsoft Office, Internet and e-mail effectively.

· To communicate effectively with people at varying levels within organisations, including managers, directors and business owners. 

· To be committed to the concept of a paperless office and networking community.

· To keep yourself and your colleagues motivated in order to increase productivity.

· To keep yourself up to date with product knowledge and attend WPL customer events when required.

· To cover for the holidays or absence of other team members, if required.

· To demonstrate a flexible approach to your work and the needs of a growing company.

· Any other reasonable duties required by the Marketing and Sales Director.

You are advised that Workplace Law Group reserves the right to update this job description at any time.  Changes will be introduced following discussion with the post holder.

Person Specification
	
	Essential
	Desirable

	Qualifications


	GCSE English and Maths


	‘A’ Levels

Telephone or sales training 



	Skills, knowledge, experience


	Experience in telephone sales

Professional and friendly telephone manner 

Good interpersonal and listening skills

Good administration and organisational skills

The ability to meet targets, and prioritise workload

A sound knowledge of technology including the ability to use email, Internet, MS Office

Commercially and financially aware

Experience of contributing towards team efforts and helping colleagues
	Living within reasonable travelling distance of Cambridge

Regular contact with managers/ directors of organisations

Experience of using databases



	Personal attributes


	A desire to succeed in Sales

Service focused and practical

Self discipline and resilience

Articulate, bright and confident with the ability to build client relationships and influence others

Energy and enthusiasm

Open, approachable and caring manner

Flexible attitude and an ability to adapt to the changing needs of an innovative and fast moving business

Team Player

Smart and tidy appearance

Willing to undertake further training, when required
	


Last updated: February 2009 

ABOUT WORKPLACE LAW GROUP

Workplace Law Group provides information, advice, training and consulting to businesses in the UK, specialising in the areas of employment law and employee relations, health and safety, and environmental management.  Our membership community of 50,000 registered members and 2,000 premium members relies on us for up to date information, online and telephone support, delivered via daily and weekly email bulletins, our monthly print magazine, and our award-winning website, www.workplacelaw.net.

THE OPPORTUNITY
Founded in 1995 Workplace Law Group has enjoyed 14 straight years of growth, to become a respected advisor in the areas of employment law, health and safety, and premises management. 

We are accredited to provide training for the Chartered Institute of Personnel and Development (CIPD), Institution of Occupational Safety and Health (IOSH), and the National Education Board for Occupational Safety and Health (NEBOSH). We are also the specialist advisor to the British Institute of Facilities Management (BIFM) on workplace compliance issues. In 2008 our online and printed resources were awarded Best Business Subscription Service by the prestigious Periodical Publishers Association.

We are now looking to capitalise on the company’s strong performance throughout the recession, with an ambitious three-year growth plan. We need to expand our sales team to build relationships with and sell to our database of clients and prospects. We need to develop a team of people with excellent telephone and people skills, who are capable of selling and understand our client centred consultancy approach.


For further details, please see our website www.workplacelaw.net
DETAILS

Salary: 
£14- £15 pa basic (£18- £21k OTE) 
Duration:
Permanent

Hours: 

Office hours 8.30 – 5.00pm, Monday – Friday, with an hour for lunch                    
Location: 
Station Road, Cambridge (2 mins on foot from Cambridge railway station)


Limited on site parking.







Workplace Law Group, Second Floor, Daedalus House, Station Road, Cambridge CB1 2RE

Tel. 0871 777 8881 Email. info@workplacelaw.net Fax. 0871 777 8882  www.workplacelaw.net 
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