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Job Description
Job Title:
New Business Executive (part time or full time) 
Hours of Work:
In line with business requirements. Full Time - Based upon a 37½ hour working week, Monday to Friday 9am - 5pm.  
Responsible to:
Sales and Marketing Manager  

Overall objective:

Within the overall sales and marketing plan, to research potential clients to (a) establish their business potential (b) identify the key decision makers within those organisations and (c) establish appointments or show rounds.
Main responsibilities:

· Work with the Sales and Marketing Manager & Marketing Executive to identify the highest potential value clients from new business client base and other sources for new business. Particular emphasis on the Logistics, Energy, Professional Services, Pharmaceutical & Professional Associations. 
· Develop a research plan for each to identify key strategic aims and objectives, organisational structure, business opportunities and the key decision making units within each of those clients.
· Contact the key decision makers with the objective of making appointments for either those decision makers to visit the Centre or for self and/or others within the sales and marketing team to visit. 

· To contribute to the sales and marketing team planning and development process in terms of sharing knowledge of those clients. 

· As necessary, take bookings and follow up with own clients and those as directed by the Sales & Marketing Manager. Secure conference enquiries and convert these into sales to meet individual/team budget targets, through the process of booking facilities for clients in order to maximise the yield of the Centre
· To ensure effective liaison with the Operations Team, General Manager, Sales Team, Reception and Accounts in a timely fashion, prior to, during and after events taking place, to ensure that customer needs can be met, excellent operational delivery is possible, problems are resolved swiftly and prompt payment is made.

· To promptly prepare tenders, quotes and contracts for enquiries or bookings, when required.

· To actively market the Møller Centre whenever appropriate or required.

· To carry out any reasonable request made by management.

Health and Safety:

You must ensure that all Health, Safety and Security regulations are adhered to at all times, this includes the fire procedures and COSHH regulations, all of which you will be made aware. Please ensure that you report any faults or infringements of these procedures or act immediately where appropriate to correct them. You have a duty to carry out work so that you never put yourself or others at risk, creating a safer working environment for everyone.

Training and Development:

The Møller Centre has a Company Business Plan which sets out the aims and objectives of the Centre and what we hope to achieve. As part of the process of achieving these objectives, we are committed to train and develop all our staff.

You will be provided with all the relevant statutory training required for you to carry out your role safely and further training requirements would be discussed at your personal development review.

Business Development:

As outlined in the Company Business Plan all staff are expected to contribute to the business taking responsibility for the delivery of consistent service excellence to clients thereby exceeding their expectations.
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