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Role Profile – Part 1

	Job Title:

	Customer Service & Marketing Intern (Enterprise and Innovation)

	Reference Number:
	UNI4/JC/462

	Salary:


	£18,000 per annum, pro rata

	Length of Contract:


	6 Month Fixed-Term Contract

	Working Hours:


	18.5 hours per week (0.5FTE)

	Company: 

	Enterprise and Innovation, The University of Sunderland

	Location:


	The Industry Centre, Sunderland

	Main Purpose of Role:
Key Responsibilities

and Accountabilities:
	To maximise the effectiveness of the MTC Training through effective Marketing, producing high quality leads and working as a team towards agreed set targets and profitability goals. To provide a high level of sales support by ensuring all queries are responded to in an efficient, professional and timely manner.
•
Make outgoing customer calls or cold calls in order to sell products and services.

•
Take incoming customer calls, process sales and advise on payment methods / processes.

•
Answers questions about product specifications and pricing.

•
Explain product pricing and negotiate bulk or package pricing.

•
Accurately and efficiently enter customer information into CRM and booking systems.

•
Maintain a list of potential leads and follow up with those customers by making subsequent sales pitches.

•
Assist sales colleagues with arranging Customer meetings and sales calls.

•
Manage and maintain social media platforms to promote MTC Training services.

•
Contact customers in response to correspondence or feedback.

•
Monitor order status to ensure that clients return booking confirmations in a timely manner.

•
Investigate missing or cancelled bookings, resolving customer issues as necessary.

•
Maintain working knowledge of products and services sold and keep up to date with industry developments.

•
Attend/support relevant expo’s/networking events to promote all MTC Training services.


	Special Circumstances:
	Please note that all applicants must be able to show that they already have the legal right to work in the UK on an on-going basis. Flexibility in the role that may include some evening working and occasionally some weekends to cover exhibitions / Network events will be required.


	Part 2A

Key Knowledge and Experience:
	Essential:
•
A good standard of basic education including English, Mathematics and ICT to GCSE Grade C or equivalent
•
Experience of working within a Telesales / Telemarketing role.

•
Experienced at using social media to support sales / business development. 

•
Working effectively as part of a team within in a busy office environment, including work requiring close attention to detail, and working to strict deadlines.

•
Proficient in Microsoft Office particularly Excel and Word, internet and email.
•
Working within a commercially driven environment.

•
Familiarity with an electronic diary system.

•
Using and maintain data within a CRM system.

•
Ability to persuade, influence and negotiate effectively.

•
Sufficient knowledge or expertise to work on day to day issues in their own area without direct or continuous reference to others. 

•
Providing professional customer service to internal and external stakeholders.
•
Working within a commercially driven environment.

•
Familiarity with an electronic diary system.

•
Using and maintain data within a CRM system.

•
Ability to persuade, influence and negotiate effectively.

•
Sufficient knowledge or expertise to work on day to day issues in their own area without direct or continuous reference to others. 

•
Providing professional customer service to internal and external stakeholders.
Desirable: 

•
NVQ 2 / Diploma in Customer Service or equivalent experience
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