	Sales Administrator
	
	

	The Role

Employed in a friendly, business to business sales environment you will be working within a small team and involved in the following: order processing and data entry whilst also liaising with established customers &external sales force by telephone.
Hours of work – Monday – Friday 8.15 – 5.0 (1 hour for lunch)


	Characteristics

Friendly and efficient team player with good communication skills able to maintain good quality of work across a wide variety of tasks particularly during busy periods. The successful candidate should also be able to demonstrate a high degree of accuracy and attention to detail with a systematic and organised approach to their work.


	Skills and Experience

An individual with a mature outlook who is computer literate and highly numerate with some previous experience within a service industry.

Preferably living within a 10 mile radius of Heathfield, Newton Abbot


	Salary and Benefits

Package includes a competitive starting salary, contributory pension scheme, 

annual profit sharing bonus, 20 Days paid holiday (excluding Bank Holidays)
and staff purchase facility.




