
 

 

Signed (Job Holder): ……………………………………...…………..…...............   Date: ………..……............. 
 

 

 

Job Description – V1.1 

Job Description  
             

Job Title: 
Customer Service Sales Co-ordinator 

Department and Location: 
Internal Sales, Chesterfield  

Reporting To: 
Head of Customer Service 

Responsible For: 
N/A 

Other Working Relationships 
Internal:  External Sales, Supply Chain, Finance, Directors 
External: Customers 

Role Purpose: To act as a point of contact within the Company for UK customers and the external sales team.  To administer all aspects 
of sales order processing process including: preparation of quotations, sales orders and purchase orders.  To provide a business support 
service as and when required. 
 
What Good Looks like: Customer focused, fast and accurate responses.  
 

 

Role Specifics 
 
Growth Responsibilities / Duties:  

• Communicating with customers to clarify requirements and advising pricing, lead times and delivery dates. 
• Sales order processing and the raising of purchase orders. 
• Respond to telephone enquiries and correspondence from customers in a professional and friendly manner.  
• To ensure service offers are articulated correctly both internal and externally and premiums applied. 
• To deal with and ensure customer complaints are actioned within ISO specified timescales. 
• Increase sales by advising customers of products that complement or support the ones they are ordering. 
• Assist with CRM data input as and when required.  

 
 
Leadership Responsibilities / Duties: 

• To manage quotations in line with ISO procedures and timescales to a professional standard.   
• Ensure timely follow up of quotations. 
• Work with and support external sales functions.  
• Liaise with technical support to ensure our quotations meet customer’s requirements. 

 
 
Lean Responsibilities / Duties: 

• Maintaining a clean order book 
• To ensure we are achieving our customer deliveries in line with our published service offers and service agreements. 
• To ensure that internal sales operations are in compliance with ISO procedures. 
• To ensure all orders are clean and accurate when processed. 
• To ensure the sales offices are in full compliance with all health and safety regulations. 

 
 
 
The above is not an exhaustive list of duties and you will be expected to perform different tasks as necessitated by your changing role 
within the organisation and the overall business objectives of the organisation. 
 
 


