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Name:

Position: Sales Executive

Direct supervisor Sales Supervisor/Manager

Objective of the position: To be a vocal point for the customer with respect to all

commercial activities within the product group

Job requirements:

. University Degree, Good communication in English, commercial skills, market and product
knowledge, knowledge of MS Office package preferred

) Result-oriented, pro-active, independent, flexible, excellent social and communicative skills
and representative

Duties and authorities:

To acquire and to make an inventory of customer demands, to present a complete delivery
programme and to obtain requests.

To take full responsibility of follow up and secure the account receivable of the assigned
customers.

To work out proposals, price proposals and delivery terms and conditions, to follow up
proposals and to internally confer with the supporting departments in connection therewith
in cooperation with the Sales Supervisor/Manager.

To prepare and realise turnover/sales objectives per customer in cooperation with the Sales
Supervisor/Manager.

To remain informed about developments in the area of market, price, sales prices of
competitors, technical and turnover developments at buyers and to report to the Sales
Supervisor/Manager.

To conclude and register orders, price arrangements and agreements in cooperation with
the Sales Manager and to internally confer with the supporting departments in connection
therewith

To keep agreements, sales prices and terms and conditions up to date.

To take responsibility of assisting Credit Control in monitoring debtor list to ensure
customers pay within the credit period.

To maintain and enhance customer’s satisfaction, to register, make an inventory of and
process complaints.

To participate in work meetings.

To comply with applicable rules ad regulations with respect to policies in the area of quality,
employment conditions and environment, Especially to ensure the compliance policy (Anti-
corruption and Anti-trust) of the sales team

To report to the Sales Supervisor/Manager.

Substitution, replacement:

In the event the Sales Employee would be absent his/her duties and authorities will temporarily be
taken over by his/her colleagues within the respective group.
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MO TA CONG VIEC @)

thyssenkrupp

Ho va Tén:

Vi tri: Chuyén vién Kinh doanh.

Giam sat tryc tiép Giam séat/ Trwdng phong Kinh doanh.

Muc tiéu: La phat ngdn cho khach hang trong tat ca cac hoat dong thwong mai

trong nhém nganh hang ctia minh.

Yéu ciu cdng viéc:

Tot nghiép dai hoc, giao tiép tot bang tiéng Anh, ki nang ban hang, co kién thirc vé san
pham va thj trwéng, wu tién nhirng ngwdi co kién thire vé tin hoc van phbng. ]
C6 muc tiéu, chi dong, doc lap, linh hoat, k§ nang lam dai dién, giao tiép va xa hdi tot.

Trach nhiém:

Thu thap va bao hang ton kho theo nhu cau clia khach hang, dwa ra ké hoach giao hang
hoan chinh dé c6 duwoc don hang.

Chiu trach nhiém toan bé khi theo doi va ddm bao cac khoan phai thu cltia cac khach hang
duwgc giao.

Puwa ra cac dé an, dé an gia ca, cac diéu khoan va diéu kién giao hang, theo déi cac dé
nghi va trao ddi ndi bd véi cac phong ban hé tro ndo lién quan, phdi hop véi Giam sat kinh
doanh/ trwéng phong kinh doanh.

Chuén bj va thwc hién muc tiéu ban hang/ doanh thu véi tirng khach hang trong khi hop tac
cung v@i giam sat/ trwedng phong kinh doanh.

Duy tri théng tin v& sy phat trién trong khu vuc cda thij tredng, gia ca, gia ban cla ddi tha
canh tranh, phat trién ky thuat va sw quay vong hang héa ciia bén mua va béo céo cho
Giam sat/ trwdng phong kinh doanh.

Ky két va dang ky don hang, thda thuan gia ca va cac théa thuan khac khi phdi hop voi
trwdng phong kinh doanh va trao dbi ndi bd véi cac phong ban hé tro lién quan.

e Cap nhat cac thda thuan, gia ca, diéu khoan va diéu kién ban hang.

e Chiju trach nhiém hd tro kiém soat tin dung trong quan ly danh sach ng dé ddm bao khach
hang phai tra trong thé&i han tin dung.

e Duy tri va nang cao sy hai ldng cla khach hang, déng ky, kiém ké hang tén kho va giai
quyét khiéu nai.

e Tham gia vao cac cuéc hop.

e Tuan tha cac quy téc va quy dinh ap dung dbi véi cac chinh sach vé chét lvong, diéu kién
va méi tredng lam viéc, dac biét ddm bao cac chinh sach tuan tha (chéng tham nhiing va
chdéng dodc quyén) cha doi ngii ban hang.

e Bao cao cho giam sat/ trwdng phong kinh doanh.

Sw thay thé:

Trong tredng hop vang mat, cac trach nhiém ctia chuyén vién kinh doanh sé tam thoi dwoc dam
nhan b&i dong nghiép trong nhém twong rng.

Ngay.

Chuyén vién Kinh doanh.
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