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Job Specification 

Job Title Sales Executive Revised 08 December 2022 

Department(s) Sales Reports To Sales Manager 

Employment Type Full Time Standard Hours 9am to 5pm 

Main Purpose To service customer accounts, inbound leads and proactively grow sales with both 
existing and new customers by performing the following duties. 

Main Duties & Responsibilities include the following; other duties may be assigned 

◼ Developing and maintaining a knowledge of the company's markets, products, industry trends, 
competitors and customer strategies 

◼ Qualify inbound leads and respond or escalate as necessary  

◼ Proactively pursue and win profitable new business with existing and prospective customers via direct 
and indirect channels as a member of the sales team 

◼ Present, promote, and sell solutions and services using solid arguments to existing and prospective 
customers including cold-calling customer leads where applicable 

◼ Generate needs analysis and surveys of leads and opportunities to fully establish requirements 

◼ Generate quotes and proposals and promptly follow up in an appropriate timescale to try and win the 
business 

◼ Efficiently & effectively coordinating sales efforts with team members and other departments 

◼ Developing strong and effective working relationships with other staff and customers 

◼ Ensure that industry-leading customer satisfaction is at all times your top priority and expediting the 
resolution of customer problems and complaints to maximise satisfaction 

◼ Supporting the company at trade fairs and in other marketing activities 

◼ Contributing to the future strategy of the sales department 

◼ Carrying out any reasonable request from your line manager 

◼ Ensure all sales activities and information is logged in IVC’s CRM system 

Other Duties & Responsibilities 

◼ Occasional out-of-hours work, including weekends where necessary to hit deadlines 

Supervisory Responsibilities 

◼ n/a 

Fiscal Responsibilities 

◼ Departmental Budget & Expenses 
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Key Performance Monitors 

◼ Year on year sales and gross profit growth 

◼ Number of active customers 

◼ Qualified live opportunity pipeline 

◼ Sales Book/Bill ratio 

◼ Forward order book value 

Location 

◼ Remote working, ideally in Hampshire, Surrey or the south London area, but with frequent travel as 
necessary including occasionally international 
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Person Specification 

Job Title Sales Executive Revised 08 December 2022 

Department Sales Reports To Sales Manager 

Qualifications 

◼ A clean driving licence is preferred but not required  

◼ Degree level education or equivalent preferred 

◼ Right to Work in UK essential 

Essential Experience 

◼ Proven work experience in a customer-facing sales role 

◼ Proven experience in complex selling, ideally in a corporate environment  

◼ Experienced and competent with a wide range of IT applications including but not limited to, CRM 
systems, Microsoft Office 365 suite and tender portals 

Desirable Experience 

◼ Sales experience in the AV or IT industry 

Personal Skills 

◼ Confidential and trustworthy with strong integrity 

◼ Highly motivated and target is driven with a proven track record in sales 

◼ Dynamic self-starter able to work on your own 

◼ Approachable team player with strong selling, negotiation, interpersonal and communication skills 

◼ Ability to create and deliver presentations tailored to the audience's needs 

◼ Ability to meet deadlines and motivate team members  

◼ Tenacious, determined and well organised with good attention to detail 

◼ Adaptable, flexible and methodical with strong planning skills 

◼ Good confident communicator able to effectively communicate technical information to non-technical 
customers 

◼ Experienced in objection handling and negotiation  

◼ Customer focused 

 


