
[image: image1]
Vision Business Support Services is a subsidiary company of West Nottinghamshire College

Telesales Executive 
Vision Business
Ref: VBSS17.83
1. The Appointment
There’s never been a more exciting time to join West Nottinghamshire College Group. West Nottinghamshire College Group has grown from a local college to an international organisation with a reputation for dynamism and success.  The college group is made up of a number of separate companies all with education and training to the very highest level at their heart.   
We embrace and encourage all those who are driven to better themselves, achieve their goals and reach new heights. Outstanding resources combined with exceptional tutors and student support means that whatever your ambition, we can help you to achieve it.
Vision Business Support Services Ltd (VBSS) provides high-quality support services to all aspects of the college group. VBSS is a subsidiary company of West Nottinghamshire College and provides an important service and plays a pivotal part in the success of the college and creating an exceptional learner experience. 
JOINING OUR JOURNEY 
When you join our college, our staff have access to numerous benefits and facilities:
· Pension Scheme 

· Occupational Health Service

· Childcare Voucher Scheme 

· Enhanced Maternity/Paternity provision

· Staff Development days/week (July)

· Free confidential counselling service

· Staff recognition awards

· Free car parking

· On-site Butterflies Day Nursery (Derby Road)

· On-site hair and beauty salon, Revive Spa, fine dining Refine Restaurant and Create Theatre.
ABOUT THE ROLE
West Nottinghamshire College are looking for a motivated Telesales Executive/Account Manager looking to join one of the most successful apprenticeship providers in the country. The candidate will be raising the awareness of the recruitment and employment services of Vision Apprentices at a local and regional level, being responsible for securing appointment leads on behalf of the Business Development Consultants, and being the first point of contact for business enquiries. The role will be predominately office based with some travel in the local area as required. 
The Telesales Executive role is predominantly telephone based, and will include cold-calling new businesses. You are expected to source and engage with employers for workforce development aligned to the strategic engagement priorities against target.

You will work collaboratively with all the Business Development Consultants, Key Account Leads and the Business Development Unit to ensure that effective communication is established in order to represent Vision West Nottinghamshire College in a wide range of forums as a high quality training provider.

The successful candidates will have the necessary range of skills, knowledge, qualifications and experience to undertake the role as outlined in the attached person specification and have a can do attitude to achieving targets and generating leads.
2. The Post

2.1 Main Duties and Responsibilities

a. Achieve targets set in line with profiled start and financial targets for the business development unit


b. Co-ordinate outbound call initiatives using data provided with the aim of generating appointments and sales leads for the appropriate operational and sales staff to follow up.

c. Co-ordinate calling campaigns to generate sector/industry specific leads in line with business needs.

d. Work closely with the Placement Co-ordinators to ensure star candidates are effectively marketed to employers. 


e. Work closely with the Employer Engagement teams on the progression of learners at the end of their current programme to new opportunities and support apprentices and employers to minimise early leaver rate from training programmes.
f. Manage Outlook calendars to ensure even distribution of appointments for sales team; ensuring travelling distances are feasible and effective and update salesforce.
g. Co-ordinate weekly reports to show success of marketing campaigns and use to influence calling initiatives for the following weeks/months.

h. Deal with customer complaints and escalate as necessary.
i. Develop successful and ongoing relationships with small and medium sized businesses to sell the services of Vision Business and Apprenticeship as a whole.
j. Work as part of the team to make a positive contribution to business improvement.

k. Maintain constant communication with Business Consultants to ensure smooth transition from generation to close.

l. Maintain employer databases to ensure accurate reporting of pipeline.

m. Complete regular reporting activities to measure self and team against agreed targets.

n. Use thorough product knowledge to inform employers of the benefits of apprenticeships and apprentice recruitment to their business.

o. Complete employer fact find via telephone in order to prepare the Business Consultant for appointment to ensure best possible conversion rates.

p. Adopt a tenacious but professional approach, acting as an ‘ambassador’ of Vision Apprentices as the first contact with the employer.
2.2
Other Responsibilities

a) To uphold and promote College policies and procedures, promoting those specifically applicable to this area of work, including the Equality & Diversity policies and procedures and attend training as requested.

b) To apply the college’s own safeguarding policy and practices and attend training as requested.

c) 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.

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

e) To present and promote an appropriate public image in representing the college.

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

3. Skills, Qualities & Knowledge
	
	Essential
	Desirable

	Qualifications: 
	
	

	ICT Level 2
	
	(

	Literacy  level 2
	(
	

	Numeracy level 2
	(
	

	NVQ in Sales or Customer Service L3 (or willing to work towards)  
	
	(

	Full UK Driving Licence
	(
	

	Experience 
	
	

	Previous cold calling experience in a sales environment
	(
	

	Demonstrable experience of achieving targets
	(
	

	Previous experience of working in the skills/welfare to work /recruitment sectors
	
	(

	Experience of generating leads using data and networking
	(
	

	Skills /Knowledge
	
	

	Excellent customer service skills
	(
	

	Excellent interpersonal skills
	(
	

	Demonstrate suitability to work with children and 

vulnerable adults including knowledge/understanding of

safeguarding
	(
	

	Ability to deal effectively and professionally with customer complaints
	(
	

	Confident and articulate telephone manner
	(
	

	Resilient, with the ability to overcome objections
	(
	

	Strong negotiating and influencing skills
	(
	

	An excellent knowledge of office technology packages, including word processing applications, spreadsheets and databases
	(
	

	A positive approach to internal and external clients
	(
	

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

	The ability to work as part of a team
	(
	

	The ability to work under pressure and to tight deadlines
	(
	

	Qualities/Approach linked to college values 
	
	

	Willingness to go the extra mile in customer service
	(
	

	Take responsibility for own actions
	(
	

	Demonstrate respect for colleagues and customers
	(
	

	Demonstrate a positive approach to equality and diversity and customer service 
	(
	

	Demonstrate an ability to take responsibility for own and others Health  and Safety at work
	(
	

	Demonstrate a commitment to safeguarding and promoting student welfare
	(
	

	Flexible and professional approach 
	(
	

	Ability to work as part of a team to achieve common objectives
	(
	


4. Position within the College
The post-holder will be part of the Vision Business, and will report directly to the Head of Service: Pre-Service. 
5. Terms & Conditions
a) The post is offered on a Vision Business Support Services Contract.

b) The salary is £21,250 per annum with potential earnings of up to £25,128 linked to achievement of set KPI’s.
c) You will be required to work 37 hours per week on a flexible basis.

d) You will be entitled to 25 days leave (plus bank holidays) 
e) Vision Business Support Services operates a Scottish Widows Group Personal Pension Plan.
f) The post holder may be located at any West Nottinghamshire College 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 8th August 2017
www.wnc.ac.uk/vacancies
THE COLLEGE PROMOTES EQUALITY OF OPPORTUNITY AND WELCOMES APPLICATIONS FROM ALL SECTORS OF SOCIETY

The college 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 from working with children, young people and or vulnerable adults to apply for this position. 
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