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	           Job Description
           Salesperson ( Petro-chemical)

	Reports To:
	·  Sales Supervisor and Sales Manager 

	Job Function/Purpose:
	· To control progress of designated customer accounts
· To process customers enquiries and orders, and prepare, distribute & follow up quotations accordingly
· To make calls to new and existing clients.


	Principal Responsibilities:
	1. To maintain accounts as shown on the Beck Prosper sales listings retained on the Company’s computer (GSD)

2. Answering the telephone during normal sales office hours
3. Taking enquiries from customers via phone, fax, post and e-mail, and quoting in accordance with the customer's requirements, ensuring that all enquiries are responded to in line with the customer's timeframe

4. Taking customer orders

5. To process customer orders as required.

6. Dealing with queries that may arise as a result of enquiries, quotations and orders

7. Purchasing goods to satisfy customers orders on a “back to back “ basis

8. Assisting with credit control and problem resolution for difficult/slow paying accounts

9. Visiting customers as required to ensure the stability and growth of each account

10. Following up on sales quotations
11. Provide process notes on sales orders for specific accounts

12. Make sales calls to new & existing clients  

13. Complete in a professional manner all necessary process paperwork and file accordingly

14. Fulfil training programs deemed necessary to allow efficient performance of duties and assist in your personal development

15. Any other duties as required, commensurate with job position

	Key Measures:
	· Sales Orders to budget


	Prepared By:
	· Sales Supervisor

	Date:
	· March 2020


