	Job Description / Specification

	Job Title:
	Direct Quotations Coordinator

	Reporting to:
	Direct Sales Manager

	Department:
	Whitecroft Direct

	

	Organisation Structure

	


	Purpose of the Position

	To act as a key point of contact for Whitecroft Direct, delivering accurate and timely quotations, take-offs, and alternative product proposals that align with customer specifications. The role supports the development of house accounts by providing technical and commercial expertise, ensuring responsive customer service, and collaborating with internal and external stakeholders to convert enquiries into successful orders.
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	Key Responsibilities

	1.

	Fulfil the role of a quotations co-ordinator. Supporting the professional team.

	2.
	Managing email enquiries for house accounts.

	3.
	Taking calls and assisting with enquiries.

	4.
	Completing take-offs to generate quotations.

	5.
	Reviewing luminaire schedules and creating Whitecroft alternatives.

	6.

	Following up on House account quotations and forecasting potential orders.

	7.

	Managing their own timescales and plan.

	8.

	Develop Lighting design skills to complete calculations & designs.

	9.
	Work with multiple stakeholders to find solutions for customer enquiries.

	10.
	Fulfil the role of a quotations co-ordinator. Supporting the professional team.

	11.
	Managing email enquiries for house accounts.



	Specific Skill Requirements

	
	Essential
	Desirable

	





Education
/ Technical Skills
	· Must have 5 G.C.S.E’s in grades A - C including Maths and English
· Good mathematic skills with the ability to understand percentages.
· Excellent verbal communication, numeric and literacy skills
· Well organised with a methodical approach to work along with being able to prioritise your own workload.
· Able to analyse/interpret information 
· Be able to adapt to and use various commercial IT systems including Microsoft Outlook, proficient at Microsoft Word and Microsoft Excel
· Ability to prioritise workload to meet targets.
	· Experience working with SAP systems.
· Knowledge of microsoft platforms such as word, powerpoint, including excel, with the ability to use basic formulas.
· Construction industry experience
· Exposure to estimating or raising quotations.
· Experience and understanding of the lighting industry.

	






Behaviors
	Curious Creators
· Demonstrates a curious mind with a passion for self- development.
· Demonstrates a high level of resilience with the ability to stay focused and calm when under pressure.

Committed Together
· Demonstrates effective communication skills both in written and verbal format; with good presentation delivery.
· Actively listens evaluating situations and responds effectively and creatively.
· Actively participates and contributes personal knowledge, skills and abilities to achieve goals.
· A self-motivated team player with the ability to work in a collaborative environment both with internal and external stakeholders.
· Ability to demonstrate good interpersonal skills, quickly building strong lasting relationships with key internal and external stakeholders. 

Aim Higher
· Anticipates issues and opportunities and acts as a resource for creative problem-solving implementing improvement activities.
· Strong organisational skills, ensuring deadlines are met and workload managed effectively.
· Demonstrate ability to work in an organised manner that enables achievement of deadlines.
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Sales Director
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Quotations Coordinator
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