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   JOB DESCRIPTION
Sales Co-Ordinator – Ref RC 013
	Based at:
	Dealership Head Office

	Reporting to:
	Marketing Manager

	Position overview / summary:
	· Develop and build relationships with the sales team at each dealership

· Meet sales targets

· Daily administration

· Great coordinator (chase, follow up and close)

· Plan and organise

· Ability to pick up on issues, analyse them resolve them  

· Communicate clearly

· Self-teach

· Constantly look for new ways to improve and speed up processes

· Ability to deal with issue and know when to escalate if required



	Characteristics and Skills Required
	Education

· Matric

· Excel

· Word

· Outlook Explorer

· Internet

Experience required

· Call centre background, advantageous

· Motor industry, advantageous

· Sales

Characteristics/Skills required

· Positive I can do attitude

· Has an eye for detail

· Effective communicator in written & interpersonal

· Strong listening skills

· Ability to develop and maintain relationships 

· Demonstrates initiative and common sense

· Ability to problem solve

· Analytical

· Organized

· Ability to prioritize tasks and accomplish results within the given deadline

· Always keen learner



	Positions Details
	Working hours                  07H50 – 17H05 

Salary                                    R 5 000 + commission

Start Date                            March 2012



	Applications to be sent to
	nicole.mcknight@supergrp.com


