Job Advert: Technical Commercial Coordinator — full time

Fairley Gunn Group Ltd (FGG) has the collective vision to Champion & Support British Manufacturing. Value,
loyalty, and efficiency are at the heart of what we do. We firmly believe in the best solutions for our customers
and clients — this is what we pride ourselves on and live our vision by.

We are seeking a highly organised and proactive Technical Commercial Coordinator to support the effective
delivery of our commercial activities across sales, engineering and operations. This role plays a key part in
ensuring customer enquiries, quotations and orders are progressed accurately, efficiently and in a timely
manner.

Working closely with internal teams and customers, the successful candidate will take ownership of coordinating
commercial activities from initial enquiry through to order placement, maintaining clear communication and
high standards of documentation throughout. The role requires strong attention to detail, the ability to manage
multiple priorities, and confidence in working across technical and commercial functions.

This position offers the opportunity to develop strong technical product knowledge and commercial awareness
within a fast-paced engineering environment, with exposure to customers, suppliers and internal stakeholders
across the Group.

Role:

e Permanent, full-time, 40hrs per week

e Working between our sites in Jarrow, Washington and Prudhoe with occasional visits to other group
company and customer sites.

e Some home working available (max % day per week)

Main Duties, Responsibilities & Accountabilities

The position will cover a broad range of responsibilities across sales coordination, customer engagement,
technical support, and commercial administration.

e Take ownership of coordinating customer enquiries from initial contact through to quotation and
order placement, ensuring timely and accurate progression through the sales process

e Prepare and manage quotations and tender submissions, working with engineering, sales and
operations to ensure technical accuracy and commercial viability

e Maintain accurate and up-to-date records of quotations, orders and customer interactions within
internal systems and CRM

e Proactively follow up on quotations, enquiries and project opportunities to maintain pipeline
momentum and support conversion to order

e Act as a key point of coordination between sales, engineering and operations teams to ensure clear
communication and smooth delivery of customer requirements

e Build and maintain professional relationships with customers and suppliers through regular
communication, updates and support

e Support the preparation of technical and commercial documentation, including product information,
proposals and customer-facing materials

e Assist in planning and coordinating exhibitions, events and marketing activities, including logistics,
materials and follow-up actions

e Gather and analyse basic commercial and operational data to support reporting, performance tracking
and decision-making

e Identify and escalate issues, delays or risks within the sales or delivery process, contributing to
solutions where appropriate

e Contribute to continuous improvement of commercial and operational processes, systems and ways of
working

e Undertake general administrative and coordination duties required to support the commercial and
operational teams
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Key Success Measures
Success in this role will be measured through:

e Timely follow-up of customer enquiries and quotations, contributing to progression through the sales
pipeline and conversion to order

e High level of accuracy in quotations, tenders and commercial documentation, minimising errors and
rework

e Effective coordination between sales, engineering and operations, resulting in smooth order
progression and delivery

e Up-to-date and well-maintained CRM and commercial records, supporting visibility of pipeline and
activity

e Consistent communication with customers and internal teams, ensuring clarity, responsiveness and
professionalism

e I|dentification and resolution of issues or delays, supporting continuity of workflow and customer
satisfaction

e Contribution to improved efficiency in commercial and operational processes through proactive
coordination and support

Package
e £28-32,000 per annum depending on experience
e 24 days holiday, plus public/bank holidays
e Some hybrid working (max % day per week)
e Growing position within a stable, secure, and growing Group

Experiences, Qualifications & Characteristics
o Experience in a coordination, administration, sales support or project support role

o Strong organisational skills with the ability to manage multiple tasks, deadlines and priorities
o Confident written and verbal communication, including dealing with customers and internal
teams

Experience handling documentation with a high level of accuracy and attention to detail
Ability to follow processes while also identifying and resolving issues independently
Comfortable working across multiple teams (sales, engineering, operations) to progress tasks
Commercial awareness with an interest in technical or engineering-based products and
services

Professional and reliable approach when dealing with customers, suppliers and colleagues
IT competent, including regular use of Outlook, Excel, Word and Teams

Willingness to learn and develop technical and commercial knowledge

Ability to pass security clearance/vetting

o O O O

O O O O

e Desirable
o Experience preparing or supporting quotations, tenders or customer proposals

o Experience working in an engineering, manufacturing or technical environment

o Exposure to CRM systems and pipeline tracking

o STEM-based qualification or technical education

o Exposure to marketing activity such as LinkedIn, email campaigns or events
How to Apply:

To apply, please send your CV together with a covering letter including a detailed personal statement outlining
details of why you consider yourself suitable for the role stating any skills, knowledge and/or experience which
are relevant to the post to careers@fairleygunngroup.com

More information at www.fairleygunngroup.com/careers.
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Recruitment Agency Notice
We are not accepting unsolicited CVs from suppliers we have not appointed in writing. We explicitly reserve the

right to add candidate details from unsolicited CVs to our own candidate database and to pursue/hire such
candidate(s) without any obligation, financial or otherwise, to the agency concerned.
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