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BARNET AND SOUTHGATE COLLEGE

JOB DESCRIPTION

JOB TITLE:			Sales Executive 

SALARY:			Support Scale P02

HOURS:			36 hrs per week, 52 weeks per year

PRIMARY LOCATION:	Wood Street (High Barnet) there is an opportunity for hybrid working.  Postholder will have to travel for business/employer meetings and events.

PURPOSE OF POST:

To sell and promote an evolving portfolio of college products including Apprenticeships, Commercial and B2B products and services to Corporate, SME and large employer markets.  You will be responsible for leading on sales and promotional activities to engage with employers to identify and fill their training needs whilst meeting college KPI targets. You will also be recruiting, engaging and supporting learners’ applications for job roles onto our range of Apprenticeship programmes and ensuring learners received the best possible to start to their journey with us.

RESPONSIBLE TO:

Quality/Audit Team Leader

___________________________________________________________________


MAIN DUTIES

1. Achievement of Commercial KPIs and financial targets for Apprenticeships and full cost commercial courses across a wide range of sector areas.
2. Generation of leads and delivery of a wide range of B2B engagement techniques using the full sales cycle to warm, nurture and convert key accounts with acquisition of financial contribution from employers.
3. To deliver effective telesales engagement and appropriate follow up with a large volume of employers to secure new commercial/Apprenticeship business.
4. To follow up CRM marketing campaigns to engage with employers and secure business.
5. To effectively account manage key employers in order to secure repeat business and cross-sell additional commercial products and services, liaising closely with other Sales Executives.
6. To work closely with employers to actively sell new Apprenticeship programmes, taking a role in the design and delivery and cost negotiation of bespoke packages mapped to the new standards.
7. As part of the sales mix, to work closely with corporate clients in order to provide appropriate training solutions for their business needs, taking a role in the design, development and cost of bespoke commercial programmes.
8. Support with the successful planning and running of learner engagement events, including careers fairs and opens evenings.
9. Support with the preparation of potential Apprentices to make applications for job roles and be ready for interview via CV reviews and mock interviews.
10. Support the uploading of new job vacancies to the Apprenticeship Service (AS).

General Duties and Responsibilities

1. To provide a helpful, professional and flexible service to internal and external customers of the department or the College.
2. To act in accordance with College Values and positively represent Barnet and Southgate College in all aspects of your work.
3. To participate fully in college enrolment and open day activities providing a front line service for enquiries.
4. To operate in accordance with the College’s policies and procedures.
5. To act in a safe manner which safeguards the health and safety of to yourself and others.
6. To be aware of equality and diversity, the needs of customers and learners and demonstrate these principles in all aspects of your work.
7. To be familiar with and comply with the College’s safeguarding requirements which protect the welfare of children and vulnerable adults.
8. To participate in and take responsibility for your own learning and developments.
9. Provide cover or support for other members of your team and undertake any other duties required by your Line Manager appropriate to your position within the organisation.  This includes attending college open events, business events and attending other campuses as required.
10. To attend appropriate employer and/or marketing events which may require you to work evenings/weekends from time to time.







PERSON SPECIFICATION – Sales Executive


	CRITERIA
	ESSENTIAL
	DESIRABLE
	METHOD OF ASSESS
A – AF/CV
I – Interview
P - Present

	Qualifications 
	
	Educated to Degree level or equivalent
	A

	
	
	An appropriate Sales qualification e.g. ISMM Sales Diploma
	A

	Experience
	Experience of successful business development or employer engagement activities/sales
	
	A/I

	
	
	Experience of selling Apprenticeship provision
	A/I

	
	
	Track record of successfully selling commercial full cost programmes
	A/I

	
	Experience of working in a target driven environment with successful achievement of KPIs
	
	A/I

	
	Understanding of successfully promoting and selling the following:
· Apprenticeship Standards
· Apprenticeships to large levy employers
· Commercial full cost programmes
	Experience of selling the following:
· E-learning
· CPD
· Full Cost
	A/I

	Knowledge
Skills
Abilities
	A solid understanding of Apprenticeship provision and how programmes are funded
	
	I/I/P

	
	Knowledge and application of B2B Apprenticeship sales techniques
	
	A/I/P

	
	
	Thorough knowledge of MS Dynamics CRM (2015 version)
	A/I

	
	Ability to liaise with senior decision makers in the corporate work including HR Directors and CEOs
	
	A/I

	
	Ability to work with internal teams to achieve targets
	
	A/I

	
	
	Knowledge of commercial/apprenticeship products design, costings to develop compelling commercial propositions
	A/I/P

	
	Hungry, self-motivated and target driven to achieve sales
	
	A/I

	Personal Attributes
	Confidence to act independently and manage own workload to convert commercial business
	
	A/I

	
	Have a high level of attention to detail
	
	A/I

	
	A high level of interpersonal skills to engage and interact with the corporate business community
	
	A/I

	
	A flexible, adaptable, professional and enthusiastic approach to work and a “can do” mentality it essential
	
	A/I

	
	
	A full clean driving licence
	A/I
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