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JOB DESCRIPTION

Sales Consultant – Reservations Team
Location: 


Birmingham Mailbox
Hours: 


9am – 6pm Mon-Fri

Salary: 


15k – 20k
Reporting to:

Reservations Team-Leader
Overview

A sales consultant in the Reservations Team will be responsible for processing all incoming enquiries and arranging tours across the portfolio of properties in the Citibase network.

This person will be in charge of driving new business through booking tours for clients who are looking for office space. This individual will be responsible for processing new leads through the system and thoroughly checking them for duplications, contacting the clients, inputting notes and working the system process correctly and diarising callbacks. This will be done by working from Birmingham Mailbox and will entail spending majority of the working day taking incoming calls from Brokers and making a large amount of outbound calls so an excellent telephone manner is essential.

The Sales Consultant will need to manage their own pipeline of callbacks and work them effectively to ensure we are getting as many tours booked from our pipeline. This person will need to have strong organisational and planning skills to prioritise their workload. It will be imperative that this person can build rapport with a wide ranging number of individuals, from clients and brokers to colleagues.

The Sales Consultant will also qualify for the commission structure which is in place for the Reservations Team.

Responsibilities

Working closely with all Reservations Team Members and reporting into the Reservations Team-Leader
· Processing New Leads Correctly and Efficiently

· Correctly Updating CRM System & Following System Processes

· Arranging Tours

· Diarising Callbacks

· High Volume Inbound and Outbound Calls

· Communicating professionally with centre colleagues, Brokers & Customers

· Working Individually and as part of a Team

· Working to Targets

· Self Learning Responsibility/Knowledge of All Centres 
Facilities, Health & Safety & Other

· Ensure that you are aware of and work to policies relating to your statutory H&S obligations.

· To actively participate in team meetings, reviews, training and development, as agreed with your line manager

· To carry out any other duties within the scope of the post.

Responsible for:

No responsibility for line management of staff shall exist although there may be a requirement to supervise temporary or seconded staff on occasions. 

Contacts

Contacts will be wide ranging and regularly include:

· New Business Clients

· Property Brokers/Agents 

· Colleagues from other centres within the Citibase network
Person Specification
	
	Reservations Team Leader/Meeting Rooms Co-Ordinator
	

	Criteria 
	Essential attributes 
	Assessment 

	Education & Qualifications 
	· A high standard of general education   
· Demonstrate a high standard of English 
	Application 

	Experience 
	· Customer service experience 
· Call Centre Experience would be preferable
· Promotions experience 
· Proven Sales Background – Internal and External Preferable

· Previous experience of working within the sector be desirable 
· Previous experience in the same or similar role
	Application 

	Skills & Competencies 
	· Be effective in both verbal and written communications and have the ability to communicate confidently at all levels of authority within the organisation 
· Demonstrate excellent organisation and time management skills 
· Be able to work from own initiative 
· Have the ability to maintain consistency throughout all work 
· Must be computer literate

· Have good judgement and decision making skills

· Be able to act with Diplomacy and Confidentiality
· Excellent Telephone Manner
· Experience of Hitting Targets
· Strong Rapport Building Skills
	Application/ Interview 

	Personal Attributes 
	· Results driven with a positive, “can do” attitude. Engenders an atmosphere of fun to keep performance and moral high.
· Possesses superior communication skills

· Have a polite, friendly and approachable manner 
· Have interpersonal skills, be able to work with teams and be able to coordinate with other departments 

· Possess the ability to promote a professional image of the company all times, both in and out of work. 
· Be able to communicate confidently 
· Be able to multitask

· Able to remain focused in a demanding and fast-paced environment. 
· A self-starter with excellent problem solving skills and a focus on continuous improvement 
· Presentable
· Be an all-round Team Player
· Self-Motivated
· Driven to Succeed
· Enjoys working within a pressurised and demanding environment
	Interview 

	Knowledge 
	• 
Knowledge of using IT packages (office 365) 


	 Application/ Interview
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