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JOB DESCRIPTION 
 
 

Job Title:  Sales Executive 

 
Reports to:  Sales Director 
 
 
 

 
1. REPORTING ARRANGEMENTS 
 
1.1. The Course Sales Specialist will report to the Sales Director at the Skills 

Training Centre.  
 
2. PURPOSE OF THE JOB 
 
2.1 To answer incoming telephone calls and direct calls to members of staff 

as appropriate. 
 

2.2 To accurately log initial enquiries relating to all courses and provide an 
initial response to customers as agreed. 
 

2.3 To update enquiries as required. 
 

2.4 To act as a first point of contact for customers as delegated by the Sales 
Director, managing relevant enquiries and positively promoting the image 
of STC. 

 
2.5 To take a high level of Sales responsibility for new and existing enquiries. 
 
2.6 To take a high level of individual responsibility for contact with customers 

and working with a minimum of supervision. 

2.7 To be responsible for ensuring that all Skills Training Centre programmes 
are delivered to very high standards of customer service. 

2.8 To take financial responsibility for ensuring prices quoted are in 
accordance with STC’s pricing policy or agreed with the Sales Director. 

2.9 To contribute to decisions about marketing and sales strategies for Skills 
Training Centre services to maximise income and maximise utilisation of 
all resources. 
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2.10 To ensure that computer systems provide accurate and up-to-date 
information relating to all of your Sales activities. 

 
3. MAIN DUTIES AND RESPONSIBILITIES 
 
3.1 Sales 
 
3.1.1 Take responsibility for receiving and logging initial customer enquiries and 

providing an initial response for courses as agreed from time to time with 
the Sales Director 
 

3.1.2 Take responsibility for providing a timely initial response to enquiries from 
clients as agreed from time to time with the Sales Director. 

 
3.1.3 Be responsible for allocated Sales enquiries and provide support/cover for 

enquiries for other sale team members as required. (e.g. to cover holiday, 
sickness, periods of high demand etc.)   

 

3.1.4 Ensure STC Sales Procedures are followed at all times and make 
suggestions to the Sales Director in relation to any possible 
improvements. 
 

3.1.5 To ensure that the CRM database and Diary/Instructor Capacity 
Spreadsheet provides accurate and up-to-date information at all times, to 
reflect Sales activities and Trainer Scheduling. 
 

3.1.6 Be responsible for following up initial responses and previous enquiries as 
appropriate to help ensure good customer service and maximise sales 
potential. 

 
3.1.7 Provide guidance to customers where appropriate, in relation to the 

selection, design and suitability of training courses & qualification 
schemes to meet their needs. Always ensure that any guidance provided 
is 100% correct and if in any doubt seek confirmation from the Sales 
Director. 

 
3.1.8 Be responsible for providing detailed client specific proposals & quotations 

for the provision of STC services. 
 
3.1.9 Develop and establish excellent working relationships with clients, 

considering their needs and promoting the full range of services available 
from STC. 

 
3.1.10 Liaise with Trainers and other Sales staff to allocate the required trainer 

availability. 
 

3.1.11 Liaise with the Operations Team to ensure all relevant course details are 
handed over to the Operations Supervisor/Operations Manager/Post 
Course Manager to ensure all aspects of course delivery are provided 
exactly as you have agreed with the client. 
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3.1.12 Liaise with Finance Team to ensure any invoicing queries are dealt with 
promptly. 

 
3.2 Marketing 

 
3.2.1 Attend exhibitions and conferences as agreed with the Sales Director to 

promote STC’s services. 
 

3.2.2 Alongside the Sales Director liaise with the Marketing staff to help achieve 
maximum fill rates on scheduled courses and to support the promotion of 
bespoke courses. 
 

3.3 Instructors/Consultants 
 
3.3.1 Identify suitable Instructors/Consultants, within set budget limits, to deliver 

specialist training and ensure appropriate documentation is collected 
before the delivery of their first course. 
 

3.3.2 To take financial responsibility for the purchasing of instructors/assessors 
and other resources at the best possible rates to maximise the income of 
the centre and minimise expenditure to ensure the highest margins at all 
times. 
 

3.3.3 Ensure any new Instructors/Consultants are correctly inducted in 
accordance with STC policies & procedures and as agreed with the Sales 
Director. 
 

3.3.4 Be responsible for issuing and receiving via email and STC Website, 
contracts for the delivery of STC training & assessment services. 

 
3.3.5 As required, take Debit & Credit Card payments by phone. Ensuring any 

Credit Card information is stored securely at all times in accordance with 
STC policies & procedures. 

 
3.4 Sales Co-ordination 
 
3.4.1 The post holder will be expected to develop an in depth knowledge of the 

full range of courses offered by STC. This will include the information 
required from the client at the initial enquiry stage; identifying all pre-
course arrangements and site pre-requisites; certification; and licensing 
requirements etc. 

 
3.4.2 Responsible for designing training and development responses that meet 

the needs of client’s, ensuring that if in any doubt, this is cleared with the 
Sales Director prior to a proposal being made. 

 
Proposals could range from basic, off the shelf courses to tailor-made 
comprehensive responses, for bespoke, specialist, technical courses, 
involving a number of clients, instructors and assessors, anywhere in the 
UK, requiring a high level of specific technical knowledge to successfully 
sell and deliver STC’s services.  
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3.4.3 Liaise with course Instructors and the Operations Team to ensure the 

arrangements for any courses are correctly made within the appropriate 
timescales. 

3.4.4 Take responsibility for liaising with the Training Operations Supervisor and 
course instructors to update training materials as necessary from time to 
time. 

 
3.4.5 Contribute to any review of the effectiveness of systems and procedures 

within the Sales Team to improve accuracy and speed of responses and 
feedback as necessary to the Sales Director. 

 
3.4.6 Ensure that any necessary action is taken on matters which require urgent 

attention in the absence of the Sales Director. 
 

3.5 Responsibilities 
 
3.5.1 Be aware of and adhere to all STC Health and Safety requirements. 
 
3.5.2 Be aware of and adhere to your responsibilities as an employee in relation 

to all work related legislation. 
 
3.5.3 Attend training courses as required by the Directors from time to time. 
 
3.5.4 Ensure professional standards are applied in all aspects of the Skills 

Training Centre’s work.  
 
3.5.5 Ensure that a high level of confidentiality is maintained in all aspects of the 

Centre’s work. 
 
3.5.6 Make yourself aware of, seek clarification of and adhere to all STC 

policies and procedures. 
 

3.6 Customer Care 
 

3.6.1 Answer the telephone as follows, “Good Morning/Afternoon, Skills Training 
Centre, your name speaking”. Deal with all enquiries in a helpful, efficient, 
prompt and caring manner. Recording information accurately into the 
CRM system.  Deal with follow up calls promptly as required. 
 

3.6.2 Ensure that the highest standards of customer care are maintained at all 
times. 

 
3.7 Other Duties  
 
3.9.1 Communicate effectively with other staff as necessary to ensure your and 

their duties can be performed to the best of our abilities. 
 
3.9.2 Support the provision/development of appropriate Certification/ 

Qualification schemes. 
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3.9.3 Liaise effectively with the Operations Team and clients to ensure the 

provision and co-ordination of all additional training facilities and 
equipment for individual courses where required, e.g. ensuring clear 
workplaces and roadways, organising shower blocks, arranging additional 
transport, providing refreshments, etc. 

 
3.9.4 Take minutes as required and bring matters arising to the attention of 

appropriate staff. 
 
3.9.5 Use e-mail, the internet and all software/information technology in 

accordance with STC’s IT Policy. 
 
3.9.6 Be sensitive to the special needs of cultural and ethnic groups and those 

with disabilities when providing advice and support. 
 
3.9.7 Be responsible for the timely and accurate updating of all Sales related 

systems e.g. Diary; Instructor Capacity Plan; BrightOffice (CRM System); 
and any other systems you are required to use as part of your role. 

 
3.9.8 Make suggestions for amendments to administrative systems and 

procedures in conjunction with the Managers/Directors. 
  
4. STATISTICAL INFORMATION 
 
4.1 Use software as appropriate to record statistical data to produce reports 

as required from time to time e.g. Sales Performance Indicators. 
 
5. STAFF RESPONSIBILITY 
 
5.1 Initially none, this will be reviewed from time to time. 
 
6. FLEXIBILITY 

 
6.1. In order to deliver services effectively, a high degree of flexibility is needed 

and the post holder may be required to perform work not specifically 
referred to above, e.g. logistical arrangements, transportation of 
equipment, dealing with changing priorities, problem-solving, etc. Such 
duties will fall within the scope of the post, at the appropriate grade. 

 


