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POSITION DESCRIPTION

	


Name:


Job Title:
Product and Sales Support Coordinator
Date:
June 2015
Department:
Secondary Sales, School Division

Reports to:
Secondary Sales Manager

Basic purpose:


The Product and Sales Support Coordinator will coordinate product requirements for the Secondary Sales Department and provide support to the national sales team.

Principal accountabilities:

	Key Outcome and Area

	% of Total Job

	Objectives and Tasks
	Core Competencies
	Standards

	Product and inventory maintenance
	50%
	· Liaise with Secondary sales representatives and Customer Service regarding orders, general enquiries and stock availability.

· Monitor stock levels.  Work with GPMS to organise a final approved reprint of local titles.
· Complete title maintenance of locally produced and agency titles.

· Conduct any associated PIM title maintenance.

· Be responsible for all title maintenance for all new editions, linking and substituting previous titles where required.

· Implement an annual price rise on all titles in consultation with the Sales Manager

· Organise biannual pulping of inventory in conjunction with GPMS.
· Act as the PSI liaison for Secondary inventory.
· Work with the Inventory Manager as needed to facilitate the consolidation of agency product.
· Any other duties as directed by the Sales Manager.


	· Prioritise urgent tasks and keep all aspects of the job under control

· Problem-solving abilities with keen attention to detail and follow through

· Product knowledge and stock levels

· Accurate data entry

· A willingness to assist others

· Ability to set goal and work towards deadlines

· Effective time management skills

· Ability to use initiative and to work as a team member

· Ability to work in a hectic environment
· Organised and task-orientated
· Skilled and systematic use of Microsoft Office applications, including Word, Excel, and Outlook and databases


	· Customer first focus

· External and Internal customer feedback

· Reduction in inventory loss
· Title maintenance and Data integrity

· Conscientiousness, persistence and reliability in record maintenance and communication

· Stock levels



	Administration, sales,

marketing and technical support

	25%
	· Provide administration and sales and marketing support to the Sales Manager and the national Secondary sales team as required
· Provide on-going maintenance of sales vs. plan documentation.
· Ensure the timely distribution of new product samples to booksellers and sales staff including product overview information

· Biannual population of the sampling file on Inside.

· Placing complimentary orders in Magellan for all booksellers.

· Provide product information sheets for all new agency titles and update existing ones where required

· Liaise with Marketing staff to provide availability, price and ISBN checks during annual catalogue development 

· Provide additional support as required and time permitting within the division.
· Book and communicate all travel reservations for the Sales team

· Assist the Secondary Sales and Technical Support Coordinator and act as backup when required.

	· Exceptional communication and administration skills

· Organised and task-orientated

· Meticulous attention to detail
· Skilled and systematic use of Microsoft Office applications, including Word, Excel, PowerPoint, Outlook

· Prioritise urgent tasks and keep all aspects of the job under control

· Ability to work as part of a team
· Easy to approach and talk to
· Ability to work independently without excessive supervision

	· Customer-first focus

· Proactive problem-solving

· Meeting deadlines
· Accurate inputting of information

· Embraces CL core values and competencies

· Going the extra mile to achieve the best possible outcome

· Shows respect to others

· Friendly, proactive communication



	Conferences preparation and participation
	5%


	· To co-ordinate Secondary departmental sales conferences in line with budget and direction from management.
· Book and communicate all subject conference attendances to the Sales team, maintaining the external Conference database held on Inside with the most current information 


	· Meticulous attention to detail

· Problem-solving abilities with keen attention to detail and follow through

· Ability to handle more than one project at one time
· Excellent organisational skills 

· Ability to listen and understand customer needs, anticipate customer needs

· Ability to work to deadlines


	· Customer-first focus

· Achieving deadlines
· Conscientiousness, persistence and reliability in record maintenance and communication
· Actively contributes towards revenue generation and cost containment 
· Bottom line focus

· Cost of sales conferences

· A positive attitude to problem-solving
· Conference run according to schedule



	Continuous Improvement 


	10%
	· Support Continual Improvement processes throughout the entire project including supporting Project Managers with the audit process when required.

· Seek opportunities to enhance documentation, processes and supported systems to improve processes and procedures.

· Keep abreast with the continual change in technology developments and share knowledge with manager and team.

· Actively seek opportunities to extend and enhance personal knowledge and skills in order to better support customers and colleagues.


	· Problem-solving abilities with keen attention to detail and follow through

· A willingness to support and help others


	· Continuous improvement and improved efficiency

· Self-initiated training and development of knowledge

· Demonstrated initiative for issue resolution and new ideas to add value to users

· Participation and contribution of processes improvement projects

· A positive attitude to problem-solving 



	Workplace Health and Safety


	10%
	· Be aware of duty of care and act in a safe manner.

· Ensure all company WH&S policies and procedures are adhered to.

· Be familiar with property security, first aid and fire emergency procedures.

· Report any hazardous situations, incidents or accidents and take immediate action if applicable to reduce risk of injury.

· Participate in WH&S investigations when required.


	· Ability to follow policies and procedures

· Ability to use initiative and take responsibility

· WH&S aware

· Analytical and problem-solving abilities 


	· Adherence to WH&S policies and procedures

· Increased WH&S awareness

· A positive attitude to WH&S

· Reduction of number of WH&S incidents




Direct reports:

Nil
Main contacts:

Internal:
Secondary Sales Manager, Secondary Sales and Technical Support Coordinator, sales staff, customer service, Inventory Manager, publishers, shipping
External:


Teachers, consultants, booksellers and conference organisers
Education / Qualifications / Experience:
Along with appropriate Secondary and post Secondary education qualifications, this position requires a person with strong organisational, administrative and communication skills and the ability to prioritise and to think clearly.  

Experience within the Secondary publishing and / or sales market.

Cengage Core Competencies:

· Speed: Proactively gets things done quickly, with a high quality of work. Overcomes barriers and continually finds ways to be more efficient.

· Focus: Identifies core business problems and opportunities; seeks and proposes solutions while avoiding distractions. Persists through achieving deliverables.

· Collaboration: Committed to helping others be successful; partners with key organizational stakeholders, individuals and teams outside own functional area to promote business alignment.
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