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An Roinn Coimirce Sóisialaí

Vacancy Form

Please complete all fields in block capitals

Fields marked * must be complete.

Employer Registration Details:-

	Employer Name： TIMOTHY & O’CONNOR
Chartered Accountants

                    AGENT 
	Business Registration No: 
95361170


	Full Postal Address 

PRINCES QUAY HOUSE

 15 PRINCES STREET

TRALEE

CO. KERRY



	Mainline Telephone no.  0667129579


	Mobile Tel No. :-

0872308229

	
	Fax: 

	Email address:- 
bptimothy@tocaccountants.ie

	Description of Business: 
International Builders Providers 



	Main Contact Person:   Brendan Timothy


	Telephone no.  (If different from above) 


	Email address:  (If different from above)




      Vacancy Details:-

	Job Title:
Internal Sales Advisor  

	The Role:

Our client is a major national / international builders providers companies who have exciting positions
- To provide an internal sales and sales administrative function which maximises enquiry conversion to orders within the guidelines of client pricing policies.

- To achieve sales and margin targets and actively seeking sales opportunities through pro-active practises, following leads, cold calling, and link-selling

- Key relationships externally with Customers and Suppliers and internally with Branch Employees



	Key Responsibilities

- To work towards achieving and exceeding company sales and margin targets

- To provide exemplary customer service

- To respond to telephone sales enquiries

- To raise sales quotations in accordance with client guidelines, to maximize their profitable conversion to orders.

-To answer general customer enquiries, advising product availability, delivery dates, transport schedules and product lead-times promptly and accurately

- To deal with customers complaints in a fair and reasonable manner to resolve problems quickly and satisfactorily for all parties concerned.

- To maintain content and accuracy of sales daybook

- To proactively call dormant and targeted accounts as requested by Branch Manager.

- To cross reference confirmation orders, advising any amendments necessary to originals.

- To assist with project tracking

- To pass checked and confirmed direct deliveries daily to invoicing.

- To liaise with suppliers on schedules for incoming goods for specific orders

Compliance

To issue price quotations, credit facilities, heed credit control disciplines, health and safety 

Personal Skills

- Excellent customer service skills

- Excellent communication 

- Personable

- Business focused and results driven.

- Negotiation skills

- Ability to work under pressure.

- Some IT Skills 

- Product knowledge of Building and/or Plumbing Materials



	No. of years of experience required: 1+
                          
	No. of Positions: 2

	Please State if Job is Full time/ Part Time.  Temp or Permanent i.e. Part Time Permanent:
Full Time Permanent 

	Hours per week: 39 
	Salary: Excellent Plus Benefits 

	Start date for Job: ASAP
End date for job 

(if temporary):

	Ability Skills  *:- Please tick a minimum of two and a maximum of four of the desirable attributes from the list across.
	(Administration (Analytical (Catering (Communications √ Computer Literacy ( Creativity

√Customer Service  (Engineering (Financial 

(Hospitality (Interpersonal Skills ( Manual

(Personal/Social Care √ Sales/Marketing

 √  Skilled Trade (s) ( Technical IT

	Competency Skills:-  Please tick a minimum of two and a maximum of four of the desirable attributes from the list across.
	( Collaboration√  Decision Making (Flexibility

√  Initiative (Labouring ( Leadership (Management √ Negotiation (Networking ( Manufacturing

( Priority Planning ( Problem Solving  √Teamwork

(Time Management ( Working on own initiative

	Other available requirements e.g. driving licence, language criteria etc. 



	Primary Job Location: Co. Kerry & Co. Mayo  



	 Is this a Nationwide position? (
 (Tick this if jobs are available across the country or if the job can be undertaken from any location e.g. Teleworking). 

	Application Arrangements 

( Jobsireland Portal            √ Email            (Post               ( Phone

bptimothy@tocaccountants.ie

	Do you wish to keep your company details confidential? (
 (When ticked your business details e.g. Name, Phone number are not displayed on this vacancy).

	How long would you like to advertise your vacancy? 
	1 Week
	 2 Weeks    
	 3 Weeks 
	4 Weeks √


Fields marked * must be complete.

Please note the following: -

The vacancy will appear on the JobsIreland.ie website within 1 working day of the JobsIreland National Contact Centre receiving this form.  You will also receive a verification e-mail in order to activate your account if your company profile is not already registered.   Future Job Vacancies can also be inserted online. 

JobsIreland.ie Employer Support:  Tel: 0818 111112 /    01 2481389

Email: jobsireland@welfare.ie    Website:  www.jobsireland.ie                                                      [image: image2.jpg]Intreo
[ 4




Doc: NCC01
Revision No: 5 07/07/2020                                 

