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	Job Title:
	Part Time Sales & Marketing Administrator / Secretary (Job Share)

	Business:
	Taylor Wimpey Southern Counties

	Location:
	Chandlers Ford Eastleigh

	Reports to:
	Sales & Marketing Director 

	Direct Reports:
	None

	Main Interfaces
	Sales Managers
Assistant Sales Manager
Legal Members
	Sales Executives    
Team Members
Marketing & Advertising Agency


	Overall Purpose

	It is the responsibility of the Sales & Marketing Administrator to effectively carry out and monitor all the sales related administration.
The administration functions shall include, but not be limited to, the processing of data using business unit and Taylor Wimpey UK Limited reporting systems and the production of reports from these systems.
To provide a secretarial service to the Sales & Marketing Department (letters, Memo’s and diary management)
To co-ordinate training and meeting days for Sales & Marketing team both internal and external.

To respond to general and development sales enquiries, both by telephone and in writing
To provide support to other team members and be conversant with their role and responsibilities
To ensure that sales related information is distributed to other departments within the business as required.
To act as a point of contact for the distribution of information to sales executives from the regional office.
SALES DATA PROCESSING SYSTEM (CASA)
Ensure that all development details are entered onto the system accurately for the purpose of sales and marketing.

Enter and maintain details of all sales/reservations including selling prices, customers options etc.
To produce weekly reports required by Sales & Marketing Director, Sales Managers and Managing Director.




	Key Activities

	To co-ordinate the provision of adequate quantities of sales support materials for each development, including, but not limited to, such items as brochures, price lists and stationery
To provide support to the Sales & Marketing Director and Sales Managers in the setting up of each new development
To provide administrative support to the Sales & Marketing Director and Field Sales Managers 
To monitor all Sales & Marketing Department typing and filing
   To distribute all daily external mail.  




	Key Competencies

	· Organisation skills

· Time management

· Attention to detail and accuracy

· High level knowledge of Microsoft Office Applications
· Good telephone and written communication skills

· Ability to use own initiative




	Key  Experience

	· Secretarial / Administration background

· Used to working within a fast paced and pressurised office
· Working in a time critical environment.



If you wish to be considered for this role, please send your C.V. via email to Laura Peckham, laura.peckham@taylorwimpey.com by 13 February 2012.  Please advise your line manager if you decide to apply for this position.
