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Job Description
1. Job Details:
Job title: Sales Administrator/ Analyst
Division: Fine Foods
Responsible to:  Sales Controller
2. Job Purpose: 
· Control of all administration functions within the sales department
3. Key Tasks / Responsibilities:
· Supporting Sales Team in administration of customer paperwork

· Submitting customer proposals as required

· Updating price files

· Analysis and interpretation of sales data and the production and distribution of associated reports

· Proactively supporting the sales team in achieving key performance objectives
· Gathering information from producers
· Establishing a friendly and courteous relationship with customers and dealing effectively with queries
· Control of general administration and filing within the department
4. Financial Responsibilities: 
· None

5. Generic Responsibilities
· Ensure compliance with all aspects of “The Blakemore Way” values
· Maintain employee and organisational confidentiality in line with Data Protection Act 
· Demonstrate commitment to Equality and Diversity
· Comply with Health and Safety responsibilities in line with the company Health, Safety & Environmental Policy
· Comply with all other policy and legal requirements in relation to your role
6. Other: 
This job description describes the main responsibilities of the post holder but is not intended to cover in detail all the tasks required of the post.  The post holder may be required to carry out other duties as requested by management; however these will not be unreasonable and will be appropriate to the level of post.  

As circumstances change, responsibilities may be amended to reflect new requirements of the post but levels of responsibility and the nature of duties will remain consistent.  The post holder will be fully consulted on any significant changes.

On occasions the post holder may be required to work from an alternative location to their usual place of work; however will be given appropriate notice of this change should it be required.

Signature of post holder:
Name of post holder:
Date: 
Person Specification
1. Job Title: Sales Analyst / Administrator

	2. Education / Qualifications / Licences

	Essential
	Desirable
	Measured By

	· Basic education (numeracy and literacy)


	· 5 x GCSE (A – C)
	CV/Application Form 

	3. Skills / Abilities / Knowledge / Experience

	Essential
	Desirable
	Measured By

	· Competence in Microsoft Word and Excel
· Demonstrable experience in general administration and data analysis
	· Competence in other Microsoft programmes
	Competency Based Interview / Assessment

	4. Behaviour / Attitude

	Essential
	Desirable
	Measured By

	· Compliance with the company values

	
	Competency based interview


5. Core Competency Framework
Staff
6. Other: 
This person specification describes the main requirements of the post holder. As circumstances change, they may be amended to reflect new requirements of the post but levels of responsibility and the nature of duties will remain consistent. The post holder will be fully consulted on any significant changes.
Signature of post holder:
Name of post holder:





Date: 
