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Much more than a Motor Museum




JOB DESCRIPTION

BEAULIEU NATIONAL MOTOR MUSEUM

POSITION
  
Part Time Sales Coordinator 

PLACE OF WORK
Beaulieu, Brockenhurst, Hampshire, SO42 7ZN
HOURS OF WORK
Part time – 3 days a week (possibly Saturday’s)
MAIN PURPOSE OF JOB
Corporate/Wedding sales and co ordination/Administration 
Job Scope
· Reporting to the Sales Manager

· Liaises with the rest of the Beaulieu team & the Client at Beaulieu.

· High degree of customer contact and communication

· Indirectly supported by the unit catering employees and workers.

SPECIFIC RESPONSIBILITIES AND ACCOUNTABILITES
Sales
· Manage corporate diary and updating the client calendar 
· Enquiry handling, email & phone in line with company standards. BDRC standard of 90% minimum

· Proposals in line with company profit guidelines

· Call logs and customer database in conjunction with Sales Manager 

Co-ordination

· Co ordinate functions and weddings along side the full time sales coordinator and liaise with C&B Manager 
· Liaise with the client in planning of internal events
· Prepare and distribute function sheets
· Show rounds and attending wedding fayres 
· To supply accurate sales forecast information to Sales Manager
Accounts Department

· Daily processing of some elements on the accounting System

· Purchase/Sales Ledger

· Client accounts 
Administrative

· Preparation of all client paperwork for management authorisation
· Distribute internal paperwork relating to functions
· Complete stationary orders 
Competencies

Team Orientation – The disposition to work and operate in a team environment, to build and support teams, to actively collaborate and network with others and to encourage others to do the same.

Motivating and Developing Others – The desire and ability to interact personally and sensitively with others on an individual basis, to support and encourage others, and to foster their growth and development.

Business Innovation and Insight - The skills and ability to spot business opportunities, to see the business through customers’ eye, to be open to new ideas, to identify new markets and to generate new angles and approaches which move the business forward.  The ability to understand the impact of decision and be able to work within set budgets.
Resilience - The ability to maintain performance and to retain self-confidence during periods of change, heavy workloads and tight deadlines.

Results Focus and Initiative – The drive, determination and commitment to get things done, to move things forward, to achieve, to get results, to do things better.  Possesses strong organisational and communication skills

Other Factors

· Willing to work long hours and go the ‘extra mile’, when required

· An outgoing, confident personality

· Ability to work to strict and pressured deadlines

· Demonstrate a high level of self motivation

· Calm, works well under pressure

· Attention to detail

· “Can Do” attitude

· Team focused
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