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Job Description and application
	Job Title
	Business Development Executive



	Purpose
	To provide pro active support for all sales activities within the company 



	Key areas
	Identify and pro-actively research all sales opportunities for the business through telephone and email contact 

Make appointments with new and existing clients 

Provide administrative support for all sales activities for the Company



	Responsible to
	On a daily basis to the Business Development Manager

Ultimately to Directors Angela & Ellis Salsby

 

	Hours 
	20 hours per week by negotiation



	Salary 
	Negotiable



	Personal profile 
	The ideal applicant will possess:

· Tenacity 

· Excellent interpersonal skills with the ability to build sound relationships with clients 

· Clear and assertive verbal and written communication 

· Outstanding organisational skills 

·  A successful track record in a previous sales position

· An interest in the events industry. 




Vacancy application form
	Vacancy 
	Business Development Executive

	Name 
	

	Address 
	

	Email address 
	

	Day time phone number 
	

	
	

	Employment history – starting with current / most recent employer

	From 
	
	To
	

	Employer
	

	Job title
	

	Responsibilities 
	

	Previous employment 

	From 
	
	To 
	

	Employer
	

	Job title 
	

	Responsibilities
	

	Previous employment 

	From 
	
	To 
	

	Employer
	

	Job title 
	

	Responsibilities
	

	What skills do you have that would help you in this role?

	(Max 50 words)

	What appeals to you most about this position?

	(Max 20 words)

	What interests do you have outside of work?
	

	Supporting information
	(Please list any further information to support your application)


Please return your completed application form to: angelasalsby@ellis-salsby.co.uk
Applicants who are selected for interview will be contacted over the next few weeks by phone / email.

