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bksb Client Services Advisor 
bksb Limited

Ref: 16.50

1. The Appointment

The core business of bksb is the innovation, production, marketing and sales of Functional Skills/GCSE assessments and resources for English, mathematics and ICT.  The bksb products are currently used and trusted by approximately 2,000 educational organisations around the UK, as well as many others overseas, to support and develop the skills of millions of learners.

As a Client Services Advisor, you will be integral in supporting the company to achieve sales targets. You must be highly motivated and able to work both independently and as a member of the team and have excellent sales, communication and organisational skills.  
The role will involve supporting the outbound sales process, using the CRM database to contact prospective clients via various telephone campaigns and email correspondence.
The successful candidate will be integral in enabling the company to achieve sales targets. You must be highly motivated and outgoing; and able to work both independently and as a member of the team. A background knowledge/experience of the education sector would be advantageous but training will be provided for the successful candidate. 
This is a great opportunity to join an innovative, dynamic and successful company. 
2. The Post

2.1 Main Duties and Responsibilities

a) To support the out-bound and inbound sales process via telephone and email correspondence. To secure bookings for the Key Account Manager and Regional Advisors and to offer an effective front-line sales support to customers using the bksb products.

b) To be an active and integral member of the sales team in ensuring company targets are achieved and exceeded, as well as individual sales targets. 

c) To provide advice and support for all customers on all aspects of bksb products and services, issuing trials and quotations when requested. 
d) To identify and execute opportunities for new sales and also for upselling (and cross-selling) the bksb materials to existing clients. 

e) To pull off reports and evidence activity using the CRM system and provide sales updates when required. 
f) 
To support internal and external events and exhibitions when required.
g)

To ensure professional and efficient customer service is provided at all times when answering and responding to requests for information on behalf of bksb.   
2.2
Other Responsibilities
h)
To uphold and promote the company’s policies and procedures, promoting those specifically applicable to this area of work, including the Equality & Diversity policies and procedures and attend training as requested. 
i)
To keep up to date, so far as necessary, for the efficient executing of the job, with new legislation, procedures and techniques and attend relevant mandatory training.

j)
To be conversant with and participate in activities and developments at company, regional and national level which are relevant to the post.

k)
To ensure professional and efficient customer service is provided at all times when answering and responding to requests for information on behalf of bksb. 

l)
To undertake any other duties as may reasonably be required commensurate with the post.

3. Skills, Qualities & Knowledge

	
	Essential
	Desirable

	Qualifications: 
	
	

	English to at least level 2
	(
	

	Maths to at least level 2
	(
	

	Level 3 (or equivalent) in a relevant subject area
	
	(

	IT experience
	(
	

	Experience 
	
	

	Experience working in a sales environment 
	
	(

	Experience of coordinating events and people 
	
	(

	Experience of using Microsoft Office packages
	(
	

	Experience in (or experience of sales to) UK education
	
	(

	Skills /Knowledge
	
	

	Excellent communication skills
	(
	

	Excellent organisational skills
	(
	

	Excellent sales skills and knowledge of building and maintaining positive customer relationships
	(
	

	Good interpersonal skills
	(
	

	A customer orientated approach to working
	(
	

	Ability to plan and prioritise
	(
	

	An ability to maintain strict confidentiality and discretion at all times
	(
	

	Qualities/Approach linked to company values 
	
	

	Self-confident
	(
	

	Flexible
	(
	

	Open and responsive
	(
	

	Approachable
	(
	

	Reliable
	(
	

	
	
	


4. Position within the bksb Limited
The post-holder will work within the bksb team and will report directly to the bksb Sales Operations Manager. 
5. Terms & Conditions

a)   The post is offered on a bksb Ltd contract and is subject to those terms and conditions.
b) The salary range for this role is £18,202 - £20,184 per annum. 
c) You will be required to work 37 ½ hours per week.
d) You will be entitled to 32 days leave (plus bank holidays).
e) The post holder may be located at any bksb Ltd site and may be expected to travel as required.  You will however be given reasonable notice of any change in your principal place of work and be fully consulted.

6. The Application

Individuals with the appropriate experience, qualifications and personal qualities are invited to complete an online application form by 5pm on Wednesday 31st August 2016.
www.bksb.co.uk/vacancies
THE COMPANY PROMOTES EQUALITY OF OPPORTUNITY AND WELCOMES APPLICATIONS FROM ALL SECTORS OF SOCIETY. 
The company is committed to safeguarding and promoting the welfare of children and young people and expect all staff to share this commitment. All successful candidates are subject to a Disclosure and Barring Service check.  The successful candidate will be required to pay for the DBS check themselves, the cost (£44 for an enhanced disclosure) will automatically be deducted from their first salary payment.

It is an offence for anyone who is barred by the ISA from working with children, young people and or vulnerable adults to apply for this position. 
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