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Job Description
	Job Title:            Inside Sales 

	  Function:              Sales / Customer Service


	
	  Region:                  Houston


	Responsible to: Inside Sales Manager

	Responsible for:   No direct reports

	Job Purpose:      Increasing sales revenue by providing excellent customer service by focusing on the 
                             needs of individual customers directly or through the support of the team, 

                             promoting long-term customer relationships and customer loyalty.



	Areas of Responsibility and Key Tasks:
	Key Performance Indicators

	Providing price quotations, order changes/adjustments and cancellations directly from customers and prospective customers via email and telephone.
Maintaining regular contact with customers.
Chasing quotations.
Proactively identifying and targeting prospective customers through outbound cold calling and arranging appointments.
Ensuring the highest level of professionalism and courtesy at all times during communications with customers.

Resolving customer issues quickly and efficiently.
Liaise with sales and operations regarding customer enquiries.
Liaise with credit department concerning credit status of prospective clients.

Supporting the Company’s core values and behaviours.

	Good customer retention and sign up levels of business.
Effective customer relationships evidenced by good customer retention levels and feedback.

Increased sales.
Effective customer relationships evidenced by good customer retention levels and feedback.

As above.

Enquiries are answered promptly and effectively.

Credit managed effectively.
Displaying behaviour in-line with the Company’s core values and behaviours and reporting or addressing any behaviour which is not compliant.


This job description is not intended to be an exhaustive list of duties. As such it is liable to change in accordance with the needs of the business and may be amended from time to time following discussion with the post holder.



