Job Code: 151a
Sales Co-ordinator
Reporting to:  
Regional Sales Director
Purpose:  
To ensure reservations are progressed to Legal Completions in a timely fashion in line with the regional KPI of exchange of contracts within 6 weeks. Forecasting and monitoring reservations against budget.
Achieving Results
· To progress reservations to secure sales utilising strong interpersonal and communications skills.
· Co-ordination and completion of reports to achieve set deadlines in an efficient and accurate manner including
· Legal Completion List

· Build Forecast

· Project Plus distribution
· Exchange and Completion Forecast
· Regional Sales overview

· Release reservation to exchange report

· Overdues and panel solicitor tracker
· Principal point of contact for acting solicitors for both Lovell and Client
· Reporting on aged reservations and ensuring they are progressed to exchange of contract
Managing the Process

· Provide reports on a daily, weekly and monthly basis in a timely manner
· Arrange legal set up meetings

· Where necessary assist with appointing Managing Agents

· Check contract documentation and distribute to appropriate signatories

· Update and input data onto the CRM system, paying attention to detail and checking for inaccuracies
· Maintain systems and administrative processes

· Respond to, and deal with legal correspondence and queries on plot sales, including contracts, exchange letters, transfers, leases and serving notices in a positive and professional manner
· Manage and update Legal Completion list 

· Check and sign off completion statements and exchange approvals
· Update regional availability and distribute accordingly

· Update development availability and distribute accordingly

· Monthly update of insurance schedule for group

· Processing shared equity redemptions and ensuring all documentation is up to date
· Checking and approving CML forms

· Co-ordination of all completion documentation and Director sign offs

· Complete HBF Monthly Survey 

· Update IMS and claim Help2Buy funds 
Serving the Customer (Internal & External)

· Liaise with solicitors and external companies respectfully
· Liaise with, and provide a contact for sales offices on a daily basis
· Promptly respond to general enquiries coming into the Sales Department 
· Ensures all relevant parties are kept up to date on progress or delays
· Answer and deal with all customer enquiries (verbal, email or website) where required, and in a professional and proactive manner
· Send SMS messages to all clients at key deadlines
Delivering Quality

· Prepare and distribute sales releases 

· Administrate standard letters to external companies and customers

· Checking and signing off exchange approvals

· Carry out high quality clerical/administrative duties such as:-

Filing

Typing

Maintaining records and files

· Represent the company in a professional manner, reacting positively by paying attention and fully acknowledging customers and colleagues

· Compile plot and site specific records as required by LIMS

Technical Skills and Knowledge

	
	Basic
	Intermediate
	Advanced

	Administration Skills
	
	
	

	Organisational Skills
	
	
	

	Microsoft Dynamics CRM 
	
	
	

	Knowledge of Sales Process
	
	
	

	Knowledge of conveyancing process
	
	
	

	Interpersonal Skills
	
	
	

	Microsoft Word
	
	
	

	Microsoft Excel
	
	
	

	Microsoft Outlook
	
	
	

	Able to work using own initiative
	
	
	

	Communication Skills
	
	
	

	Professional Telephone Manner
	
	
	


Training Profile
A training profile for this role, which includes all the compulsory training which is required, is published on the People Development site in Insite.  Full course descriptions explaining the content of these courses are also available on Insite.
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