Job Description
Sales and Marketing Manager

Post & Job Title
» Sales and Marketing Manager

Location

# BioCity, Mottingham
Working Hours
+ Flexible = 20 hours per week nomally 4 hours per day
Reporting To
+« Managing Director
Responsible For
= Sales and Marketing Assistant
Working With
» Managing Director and all other employees
Purpose of Job
+« To manage the receipt, handling, and escalation of all sales enquiries

To administer the preparation of quotes

To create and implement a Marketing and PR strategy

To identify and co-ordinate market information on behalf of HEC
To produce appropriate marketing collateral as required

To produce appropriate PR collateral as required

Manage the day to day work of the Sales and Marketing Assistant

Other lasks as required

Main Duties and Responsibilities
+ To manage the receipt, handling, and escalation of all sales enquiries
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To receive and co-ordinate all sales enquiries in line with the
company's sales process

To monitor the stafus of all live enguiries 1o ensure all HEC and
enquirer actions are completed in a timely professional manner and
escalated to the MD when required

To ensure that all quotes and associated files are linked to an enguiry
To follow up sales activities with clients & potential clients

To chase and analyse the reasons for failure to twm an enguiry into a
new order

To monitor company sales KPls and =sales performance



