	Department 
	

	Position Title


	Sales and Product Executive

	Job Reference
	JDEXE/ONL/01

	Key Responsibilities
	· Preparation of sales quotations to customers

· Follow up on customer orders and timely reporting to channel on order status.

· Applying for price exceptions for projects and follow up on the same 

· Ensure operational efficiency in handling of customer orders from partners by coordinating with SOP, Logistics and Accounts

· Resolve all customer related problems to ensure customer satisfaction      

· Carrying out monthly margin analysis on sales done for the month to ensure targeted profitability

· Submitting all debit note claims at the end of every month.

· Ensuring the channel gets value adds like training, pre-sales support etc.

· Submission of vendor compliant sales and inventory reports for both on a weekly basis 

· Ensuring all promotions and demo programs are correctly accounted for in the reports such that we are credited by the vendor accordingly. 

· Inventory management – to ensure stock metrics are met. 
· Preparing effective Sales Promotions as and when required in conjunction with Marketing Executive

· Placement  and maintenance of service contracts between vendors and the end user

· Follow up and close small and medium businesses from channel partners

	Essential Functions
	· Sales Quotations and Order booking

· Ensuring achievement of monthly Invoicing 

· Providing product support to the channel partners

· Managing Stock profile, stock rotations and ageing analysis on a quarterly basis 

· Preparation of Vendor reports 

· Closing small and medium businesses

	Job Specification
	· Bachelor’s Degree

· With 2+ years relevant experience in UAE

· Expertise in MS- Excel

· Background knowledge of operations (SOP and Logistics), custom formalities, documentation requirements for export shipments to various countries

	Competancies / Skills
	· Should have pleasant personality and commercially astute

· Excellent communications and interpersonal skills

· Pleasing and patient telephone manners

	Expected close date : 
	22nd  April, 2008


