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Convenience Retail Sales Administrator


Profile

Reporting to the Administration Manager, responsibilities include processing customer applications, maintaining customer account details and other administrative tasks as well as hitting set targets set and contributing towards the goals of the business.  Also required to support and contribute to the sales efforts across the Convenience sector, reporting into the Administration Manager.

Objectives:

To provide an internal contact for the convenience and account management sales team, dealing with issues and following up action requests through to completion. 
Overseeing all new account documentation is receipted, recorded and processed through all stages internally and externally in a timely manner through to install. 
Complete a variety of administrative tasks.

Daily Duties

· Print and Send all new applications to new and existing merchants
· Respond to merchants or field sales for all sales related matters
· Administrate applications and customer account and prospect information
· Communicate with field sales on application queries
· Progress, chase, update and monitor status of applications through to installation
· Investigate and deal with tasks raised within agreed time scales
· Process EFT, Head office and Buyer group set ups and monitor through to installation
· Make recommendation to improve processes and speed of delivery across all areas
· Liaise with suppliers including Head Offices, Buying Groups, Elavon and HSBC as required

Personal Specification:

· Self-motivated, results orientated with a positive outlook
· Excellent interpersonal and communication skills 
· Capable of challenging other people and departments to deliver whilst maintaining good working relationships and cooperation.
· Good time management, administration, planning and organisational skills
· Good working knowledge of Outlook and Excel
· Keen for new experiences, responsibility and accountability

Regular Internal Contacts:

· Head of Field Sales
· Field sales team
· All internal departments 

Regular External Contacts:

· Suppliers, HSBC, Elavon, Head Offices, Buying Groups
· Convenience Retail Merchants
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