Account Coordinator:

Location:

Honeydew Randburg (Candidates must stay in the 



immediate area, or very close to Randburg) 

Salary:

R10 000 per month plus commission.

Duration:

Permanent

Report to

Head of Department Telesales/Administration

Working Hours

07h30 to 16h30 daily with an hour lunch and two 10 minute tea breaks. The statutory prescribed maximum overtime to be worked when required. 

	Candidate: Lady, experienced in telesales and computer literate.

	

	Duties: Phoning potential clients to make appointments for AE's in JHB, DBN, CT & PE.

	

	

	Targets: Need to make 20 new  appointments a week



	Commission on sales 



	Provident fund (compulsory after 3 months)


	Performance Based 13th cheque on birthday (prorata in first year if applicable, 
but not within probation period.


Duties:
Cold calling within the Building, Construction, Industrial & Mining Industry.



Accounts Coordination for the sales reps.




Minimum of 60 calls per day.




Minimum of 4 appointments per day




Full Training will be given.




Must be fully computer literate. 




Must have telesales or call centre experience.

Duties & Responsibilities

· Ensure that conduct at all times positively represents the Company 

· Uphold the culture of excellence within the company

· Promote and explain our services to prospective clients

· To ensure that conduct is at all times positively representative of the company.

· Obtain fixed, quality, industry related appointments for Account Executives, as per the target set by the Sales Director. (This quota depends on staff compliment - current requirement is a minimum of 3 appointments per day.) 

· Attend weekly sales meeting at the time and venue set by the Sales Director and other meetings as required.

· Attend all training sessions that are set by the Sales Director and to review all material as required. Complete daily activity report to be completed and forwarded to the Head of Department.

· Completion of additional reports, when requested, by stipulated due date.

Key Performance Areas & Responsibilities

· Ensure that all appointments are viable business prospects. 

· Ensuring that all contact details pertaining to the client is correct – i.e. address, telephone number etc.

· Capturing of appointments on the “sales tracking system” as they are confirmed, and updating the “white board” immediately.

· Ensuring that appointments are appropriated by geographic location. 

· Ensuring that appointments are appropriated equally between the Account        executives.

· Ensuring that all leads handed over by Account Executives are followed up on and canvassed.

· Should an appointment with a customer be cancelled by the Account Executive this is to be discussed with the Head of Department. Account Co-ordinator staff may not contact the client to “check up” on the Account Executive, as this is detrimental to the companies image.

· Account Co-ordinator staff may not be bribed by any Account Executive into making of additional appointments for them, for additional reward.

· Any other reasonable activities as requested by the Sales Director and Head of Department.

Policies & Procedures / Company Equipment

All company policies, procedures and rules are to be upheld and maintained at all times. Company equipment and property must be treated with utmost care at all times.

