ROLE PROFILE
	Role Title
	Customer & Sales Support Executive
	Location
	Scotland

	Business Unit
	TCB
	Job Family
	Customer Service

	Reports to 
	Team Leader
	Sub Family
	Customer Service


	Purpose

	As a Customer & Sales Support Exec you will be an integral part of the Customer Service team, with a customer-focused attitude and strong communication style.  As the main contact for all Customer Service enquiries and issues, you’ll have the ability to quickly identify a solution and implement the action required to reach a resolution.  You’ll also be an effective support function for the Sales Team, able to deal with all levels of customers including high profile, high value or specialist accounts.  Above all else, you will provide an informed, professional and appropriate response to internal and external enquiries.


	CORE ACCOUNTABILITIES

	· Accurately and efficiently complete all system-based transactions required to support the workload of the department and in line with Business requirements 
· Apply logical approach to customer issues to bring about appropriate resolutions and to liaise with the Sales force on outputs 
· Resolves queries in the best interest of both the customer and the company
· To carry out any reporting requirements as necessary
· Consistent demonstration of positive, role model behavior 
· To proactively seek to improve personal performance through training programmes, coaching sessions and other development opportunities
· Ability to communicate effectively 
· Demonstrate flexibility by assisting and supporting other areas of the department and business as and when required 
· Develop good working relationships with all other areas of the business 


	CONTACTS/ KEY RELATIONSHIPS & NATURE OF INFLUENCE

	External
· Customers 

· Suppliers

· Third Party Logistics

Internal

· Team Leaders

· Central/Regional Logistic  Teams
· Credit Control Department

· Product Data Department

· IT Team



	KNOWLEDGE/  EXPERIENCE/ SKILLS

	· Experience in previous customer-facing roles

· High degree of accuracy and attention to detail
· Excellent written and verbal communication skills

· Customer focused and a keen interest in problem-solving

· PC Literate

· Sales and/or Contact Centre experience preferred but not essential


	 PROFESSIONAL QUALIFICATIONS & EDUCATION

	N/A, thorough on-the-job training provided. 


	ROLE DIMENSIONS

	No of Direct Reports
	0
	Financial Impact (Direct)
	N

	Total Team Size
	10
	Financial Impact (Indirect)
	Y

	No of Locations
	1
	Other/ People Manager
	N


