Sales Coordinator – Job Description

Duties and Responsibilities
· Providing sales and administrative support involving efficient handling of top and confidential agreements

· Supporting the sales team in attaining sales targets

· Providing inputs and ideas into marketing enterprises and subsequently promote them and monitor responses
· Preparing monthly, weekly or daily sales analysis
· Helping prepare proposals, agreements, sales reports, and presentations
· Updating the status of sales order in the database or computer
· Collecting, analyzing, evaluating and accounting the information in order to increase productivity of sales

· Monitoring the trends and evaluating the performance assessed against monthly sales goals
· Maintaining an efficient work environment
· Coordinating and responding to all requests of internal meetings

· Assisting in the implementation of sales strategy as prepared by the Sales Manager and Supervisor
Skills and Specifications
· Excellent polite and persuasive communication skills

· Passionate, hard worker and well organized professional with power to prioritize and multitask
· Should exert sound judgment, discretion and preserve confidentiality
· Ability to meet deadlines
· Good liaison with all other team members
· Able to work in team 

· Detail-oriented
· Flexible to work in non business hours.

· Able to operate in different work conditions such as on-site, off site.

· Able to work alone.

Education and Qualifications
· Bachelor’s degree in Sales or Marketing.

· Beginner level PowerPoint skills and intermediate level Excel and Word skills.

· Relevant training in telephone sales.

