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The day-to-day 

Regular contact with clients will be key to maintaining customer satisfaction, and to ensure that REDS Group 
are included in any appropriate project tenders. This will be driven through telephone calls and booking 
meetings for the Sales Manager. These clients and prospects will typically, but not exclusively, include 
environmental clients, MOD sites, facilities management organisations, schools, hospitals, and any other 
organisation within the fuels sector.  

Your role will encompass but will not be limited to the following: 
 
- Build knowledge of the organisation by spending time in all departments within REDS Group  
- Conduct market research to identify potential prospective clients and sectors 
- Actively seek out new sales opportunities through cold calling  
- Prepare appropriate presentations on the REDS Group service package in collaboration with the Sales Manager 
- Build strong and sustainable customer relationships 
- Understand the needs of the customer base 
- Present REDS Group services in a structured format 
- Liaise with all departments within REDS Group including Operations, Accounts and Marketing. 
- Represent REDS Group at exhibitions, and trade events 
- Attend team meetings and share best practice 
- Gather market and competitor intelligence and share with the wider team  
- In collaboration with the Sales Manager offer creative business solutions to both prospective and existing clients 
- Research competitor activity and market trends and feedback to the wider business 
- Conduct regular key client business reviews in collaboration with the Sales Manager 
- Progress chase outstanding quotes in liaison with the Project Managers 
- Investigate why quotes have been unsuccessful and feedback to the management team 
 

 
 

JOB DESCRIPTION – Junior Sales Executive / Administrator 

TITLE:   Junior Sales Executive / Administrator 

REPORTS TO:  Philippa Banwell – Sales Manager  

AIM OF THE ROLE: To help build REDS continued business development and market penetration. In collaboration with the Sales 
Manager, you will discover and pursue prospective clients and market opportunities, especially in the 
environmental sector as well as engaging and continuingly developing our existing client base.  

Ultimately you will help REDS meet and surpass all business expectations, revenue targets, and contribute to 
the company’s rapid and sustained growth. Clear objectives will be set, and appraised on a regular basis, along 
with regular performance reviews. 

PLACE OF WORK: Your place of work will be predominantly out of our Exteter Office, though some travel will be required visiting 
sites and our other Depot in Dudley, West Midlands and our Head Office in Helston, Cornwall.  
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CANDIDATE PROFILE 

 
- Proven experience in a Sales Executive/ Administrative role   
- Excellent knowledge of MS Office 
- Hands-on experience with CRM software is preferable  
- Thorough understanding of sales techniques 
- Keen to learn new skills  
- Passion for sales 
- Target and results driven 
- Self-motivated   
- Demonstrate high levels of initiative and creativity 
- Excellent analytical skills 
- Driving licence essential  

 

Customer Engagement: 
 
- Ensure that appropriate introductions are always made to REDS Group customers. 
- Always treat all REDS Group customers with absolute respect. 
- Maintain an approachable and positive disposition. 
- Represent REDS Group in an exemplary way and ensure that the company is always presented positively. 
- Communicate with dignity and integrity. 
 
Being REDS: 
 
- To meet all REDS Performance Targets. 
- To identify opportunities to go beyond customer expectations with every customer 
- encountered. To always look for ways to surprise and delight. 
- To always ask yourself and the other members of the REDS team, ‘How can we do better? How can we improve what we do?’ To 

never stop developing. 
- To care about the detail – to ensure that every interaction with the customer-no matter how 
- small- is of an exceptional standard. 
- Treat your colleagues with respect and dignity. 
 

REDS Group will supply you with the following: 

- Company laptop, iPad and mobile phone as required for your job role 
- Relevant training to ensure you can meet our clients’ requirements 
 
Security 
A security vetting check will be undertaken to comply with our nationwide sensitive properties.   
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Name:  

Signed by Employee:  

Date:  

 

PERSONAL CHARACTERISTICS 

- Honest, open, driven and committed  
- High level of energy and drive  
- Resilient – is not afraid of a challenge  
- To have good judgement and ale to build collaborative relationships quickly and effectively  
- Team player with willingness to help others and go above and beyond their formal role.   


