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	Telesales Agent
Reporting to Business Development Manager
Base – The Roundhouse

	Hours                               37 hours per week, 52 weeks per year
Contract Type                 Support

Holidays                          20 per year subject to service increases

Salary                              Fixed point £16,881

	Job Purpose

To research contact information and provide a telesales function for Derby College.

   

	Key Responsibilities
· To identify business contacts suitable for marketing by use of research.

· To maintain and augment the sales database, ensuring all information is accurate and up to date.

· To contact, by phone, all leads within the required timescale, securing sales appointments wherever possible.

· To distribute required information/correspondence

· To deal with all enquiries efficiently and effectively.

· To assist with mailshot activities.

· To keep updated in developments within the College.

· To produce regular reports to the Business Development Manager.

· To analyse relevant statistics and present findings to the Business Development Manager.

· To liaise with business areas regarding progress against targets.

· To produce proposals, presentation and contracts for the Business Development Manager.

· To follow business development procedures and work with the Business Development Manager.

· To provide a professional customer service to both internal and external customers.
· To ensure that quality standards are set, monitored and reviewed within the section.

· To demonstrate flexibility in responding to changing demands in personal, sectional or the Colleges workload. 

· To take responsibility for ones own professional development and continually update as necessary.

· To comply with Equal Opportunities policies and to assist in the development of Equal Opportunities.

· To comply with all Health & Safety, Child Protection & Safeguarding, Risk Management policy and legislation in the performance of the duties of the post.  

· To take reasonable care of your own health, safety and welfare and that of any other person who may be affected by your actions or omissions whilst at work.  You are also required to co-operate with the College to enable it to fulfil its legal obligations.  Appropriate information, instruction, training and supervision will be provided to enable you to perform your duties in a manner that is deemed safe and without risk to health.

· To comply with all aspects of the Data Protection Act.

· To adhere to the College’s Computer Network Acceptable Use Policy.

· To undertake risk assessments for any new activity and to ensure risk assessment checks are carried out for any ongoing activity.

· To carry out any other reasonable duties within the overall function, commensurate with the grading and level of responsibility of the job.


	Competencies
Essentials

· Research skills

· Telesales skills

· Ability to communicate effectively at all levels

· Administration skills

· Excellent organisational skills

· IT literacy
Desirables

· Presentation skills

	Knowledge

Essentials
· Understanding of telesales procedures

· Understanding of work based learning

· Understanding of FE sector

· Understanding of business needs
Desirables

· Understanding of Government initiatives and funding criteria

· Understanding of sales approaches

· Product knowledge of Derby College

	Qualifications

Essentials

· Level 2 English
· Level 2 Maths
· Customer service or telesales   qualification or equivalent/relative experience
Desirables

· Sales qualification

· IBT2 or equivalent

· NVQ Level 2 Administration or equivalent


