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JOB DESCRIPTION

	Job Title:  Parts Specialist
	Holidays:       25 days / year + statutory

	Department:  Sales
	Pension:        3% contributory

	Hours per week:  39
	Reporting to:  Sales Manager

	Duration:  Permanent            

	Hours of Work: As per contract



	Job Summary

	Working within a busy sales team assisting in the day to day activities to achieve sales budgets whilst providing quality and satisfaction to customers both internally and externally.



	Main Functions and Duties

	· Assist in the daily running of a busy team and to achieve the sales budgets as allocated by the Sales Manager

· Actively search for new customers and introduce other Royston products and services where appropriate – under guidance from the Sales Manager

· Inform the Sales Manager of stock availability problems

· Assist to clear all slow moving stock items

· Prepare customer quotations under the guidance of the Sales Manager

· Ensure all quotations and invoices are accurate, complete and professionally prepared

· Follow up quotations and convert to sales orders
· Place supplier orders and follow up to ensure goods are received on time
· Report any delays, supplier stock shortages or price changes

· Ensure that all customer orders are processed promptly and delivered on time

· Ensure that any complaints are quickly responded to, and problems are solved to the satisfaction of the customer

· Recommend customer service improvements to the Sales Manager

· Maintain good working relationship with major agencies and suppliers

· Assist in the preparation of Sales KPI reporting including Total Sales, Enquiry analysis, Delivery Performance and Development of Sales Sector Opportunities by the Sales team

· Carry out any other duties in line with the business requirements




	Critical Success Factors

Success in this role will be judged by the following key performance indicators:

	· Quickly develop an in depth understanding of the Companies product range, services and markets
· Develop identified and new customers for our existing products and services

· Identify and analyse competitors products and activities

· Achieve agreed new sales targets set in conjunction with the Sales Manager



	Working Conditions

	· The role is based out of Newcastle, it is a requirement of this role that the job holder will be prepared to travel on company business nationally 



	Job Holder Attributes

	Essential experience / skills and knowledge:

· Diesel engine product knowledge
· Technical ability to interpret parts via OEM manuals
Useful experience / skills and knowledge:
· Computer Skills (Microsoft Packages as a minimum)
Personal Characteristics:
· Planning and management skills

· Presentation skills both to groups and one to one

· Sales experience with a proven track record

· Integrity and loyalty

· Driven self starter with attention to detail

· Team player

· Articulate and focussed
· Professional, confident and proactive

· Excellent communication skills both written and verbal

· Positive and enthusiastic 

· Networking skills

· Mature, reliable and determined
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