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	BSI Job Opportunity
Job Title

: International Sales Executive

Reports To
: Head of International Sales Department 

Company

: BSI Group

Division

: British Standards 

Department
: International Sales, Commercial

Location

: Chiswick, London


Date

: 18th May 2011

Period

: Maternity cover, initially 6/12 Months

Salary

: £20,000 to £22,000 pa + Bonuses


	To find out more or apply, please forward a cover letter and CV to: 

Mr. Sohel Shaikh

Head of International Sales Department
________________________________
BSI Gourp
BSI Group Headquarters, 389 Chiswick High Road, London, W4 4AL, UK

T: +44 (0)20 8996 7911, E: sohel.shaikh@bsigroup.com W: www.bsigroup.com 
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BSI GROUP
Working for BSI Group opens your mind to the world around you.  Everywhere you turn, you’ll find our work being used by thousands or even millions of people, consciously or subconsciously, in their everyday home and business lives. 

We’ve come along way since being founded in 1901. Today, we’re a global business services organization, respected world over for the development of standards; assessment of management systems; testing and certification of products and services; providing software solutions; and the delivery of training courses.  We offer diverse career paths from auditing to sales, product development to finance, and from IT to marketing.  And with our 2,500 staff employed in over 140 countries it means that career opportunities are vast.
BSI British Standards develops standards and standardization solutions to meet the needs of business and society. BSI British Standards is recognised by the UK Government as the National Standards Body (NSB) for the UK and we develop, publish and market standards and related information products. As the UK NSB we work with governments, businesses and consumers to represent UK interests and facilitate the production of European and international standards (http://www.bsigroup.com/en/Standards-and-Publications/About-standards/). 
British Standards Online (BSOL, http://shop.bsigroup.com/Navigate-by/BSOL/) is a bibliographic, citation and full-text database of more than 50,000 standards. British Standards Online is rich in business-critical content covering a broad range of disciplines for all industry sectors.
Purpose of Position

As a key member of the International Sales team, the function of the role is to assist and contribute to the sales of mainly our flagship product BSOL and other online subscriptions and technical information products published by BSI (http://shop.bsigroup.com/Navigate-by/Assessment-Tools/). Our products are bought worldwide by academic institutions, government bodies and corporate customers. 

	Key Responsibilities & Accountabilities
· Work closely with the International Account Managers

· Daily data processing tasks

· Ensure order quotations/enquiries dealt with efficiently and accurately

· Purchase Order processing

· Other support tasks as defined by manager

· Subscription maintenance, Quotation follow up

· Updating Customer Records Management (CRM) system 

· Credit memo creation and reconciliation.

· International supplier, agent and distributor liaison

· Assisting in developing the Latin American market for BSI
Accountabilities

· The quality and accuracy of all data processed within agreed deadlines

· Ownership of queries and their resolution internal and external

· Quality of service provided to internal and external customers
	Dimensions/Performance Measures

· Quality and accuracy of quotations and orders processed within agreed deadlines

· Quality and accuracy and resolution of queries processed internal and external

· Interaction with internal and external suppliers, agents and customers

Knowledge / Skills / Experience/Abilities

· Portuguese spoken and written language skills required

· Spanish spoken and written language skills also preferred

· Good numeracy and literacy

· Ability to communicate at all levels by telephone and email

· Self motivated with the ability to work effectively as part of a team

· Sound organisational and time management skills

· Ability to interpret customer requirements and research opportunities

· Understanding of quality processes and procedures

· Good level of computer literacy

· Minimum 1 year customer service experience preferred

· Educated to minimum A-Level standard or equivalent




The role requires a highly effective, efficient and professional day to day record management function and data processing/implementation role within the International Sales unit. The role also involves servicing BSI international clients in the resale and procurement of British, European and International Standards and related documentation ensuring Service Level Agreements (SLAs) and team revenue targets are met.  
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