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	JOB DESCRIPTION

	JOB TITLE:  Sales Advisor
	BUSINESS UNIT: Leisure

	POST No:
	REPORTS TO: Sales Manager


	MAIN PURPOSE

Responsible for dealing with all membership enquiries from prospective and current members, using systems and techniques from data capture to presentation.

Ensuring that all memberships are completed in line with Mytime active policies and procedures.

Responsible for administration and the monitoring of personal sales performance using Active Analytics within set working deadlines.

Ensuring that high levels of customer service are adopted at all times.

Accountability – Effective activity to produce required productivity to achieve targets objectives.



	SUMMARY OF RESPONSIBILITIES, ACCOUNTABILITIES AND DUTIES

Principle Duties
· To ensure all prospective members are shown around the facility and encouraged to join suited Mytime active membership option, 

· To be proactive with contact activity - prospective and current members online, in person and via the phone.

· To continue to develop a supreme level of product knowledge on all aspects of the sites timetables, facilities, prices, membership options and promotions.

· Ensure receipt of correct membership payment and processes are administered in line with company policy and procedures.

· Work effectively and efficiently within response times and deadlines.

· Work and communicate closely with all departments.

· Ensure that correct Sales Advisor uniform is worn at all times along with site name badge.

· Assist the Sales Manager and centre management team with any specified jobs as required.
Financial
· Ensure attendance at weekly and monthly site sales meetings for feedback, direction and training.
· To maintain all appropriate records, systems and financial procedures in accordance with the Company guidelines.
· Promote and cross-sell other services provided within the centres
· Ensure that sales targets are achieved against budget.
Building and Maintenance
· Maintain high standards of hygiene and cleanliness within the Halls. 

· Effectively implement and monitor the company’s Health and Safety policy and associated procedures

· Ensure that the buildings and grounds are maintained according to industry standards

· To carry out all duties with regard to Health & Safety requirements and regulations according to the Health & Safety Policy.

Marketing and Branding

· Fully support and promote all Mytime Active Programmes, events and challenges

· To assist with the promotion of all the centres and activities
· To promote sporting activities to participants and encourage them to maintain participation.

· To deliver the Company’s brands to the highest possible level of quality and to deliver associated programmes and promotions to support the Company’s Business objectives.

· Increase the company’s image and credibility

Customer Services

· Deliver high levels of customer service standards at all times ensuring good customer experience to excel with benchmark scoring for pro Insight user and membership enquiry experience. 

· Promote an excellent standard of Customer Service operating in accordance with Mytime’s Code of Conduct and Customer Service Standards.

· Develop, maintain and evolve good relations with existing Clients and stakeholders

· To deal with customers in a friendly and professional manner at all times

People Management

· Complete all Learning & Development courses and prerequisites requirements as required by My Time Active 

· Ensure that all Mytime Active Compliance Training is completed




	SKILLS AND ABILITIES
· Passionate, enthusiastic, outgoing personality with the ability to service memberships and create a positive referral business

· A great listener with an ability to focus on customers’ wants and needs

· The ability to work as a team and individually multi task, work under pressure and to targets

· The ability to communicate openly – professionally and positively 

· IT skills

· To be flexible and ensure the highest standards are achieved



	KNOWLEDGE
· Competent knowledge of Stepped  sales  selling.
· Knowledge of the Leisure and Events Industry 




	EXPERIENCE

· Previous experience of working in a customer services environment, including sales and promotions

· Promotional / Marketing experience




	QUALIFICATIONS

· A qualification in customer service and sales would be desirable but not essential.



	CONDITIONS OF EMPLOYMENT

· Satisfactory health clearance;

· Two Satisfactory references;
· Right to work in the UK.



	SPECIAL REQUIREMENTS

· Highly motivated self-starter with resilience and determination and the ability to see jobs through to completion;

· Must be able to attend evening and weekend meetings/events when required and travel between sites;

· Evidence of a personal commitment to continuing professional development and maintaining an up-to-date professional knowledge sufficient to be a credible and effective source of advice;

· Whenever possible maintain flexible operating hours, adapting to unforeseen circumstances to suit the situation;

· Highly motivated self-starter with resilience and determination and the ability to see jobs through to completion;

· Being a positive, motivated, proactive, enthusiastic and professional person;

· To possess the personal qualities of pride, passion, drive and motivation;

· Enhances organisation reputation by accepting ownership for accomplishing new and different requests; exploring opportunities to add value to job accomplishments;

· Protects organisation's values by keeping employee engaged and sensitive information confidential.

· Must be able to attend evening and weekend meetings / events when required and travel between sites

· To take on any other duties as may be required, commensurate with the post and in particular to ensure the continued delivery of high quality effective services for Mytime Active.




	CERTIFICATION

	Employee Signature:

…………………………………………………………...

Date……………………………………………………..

I certify that I have read and understand the responsibilities assigned to this position.
	Managers Signature :

…………………………………………………………...

Date……………………………………………………..

I certify that this job description is an accurate description of the responsibilities assigned to the position.


The above statements are intended to describe the general nature and level of work being performed by the XXXXXXX of this job. They are not intended to be an exhaustive list of all responsibilities and activities required of the position. The Job Descriptions do not form part of the contract of employment and the company reserves the right to change without consultation. 

	DATE OF LAST REVIEW:  May 2017
	PREPARED BY:  


