
 

 
   

 

Sales Support Executive - July 2019 

JOB DESCRIPTION 
 

Job Title: Sales Support Executive 

Reporting To: Head of Marketing & Sales 

Location: London  
 

Purpose of the Job 
 
To be the lynchpin of the sales, accounts and services team and the face of efficiency externally. 
Working with various departments and the customers to ensure excellent customer satisfaction. 
 

Main Duties and Responsibilities 

1 Account Management Support 
a Basic quotes for day to day client purchases, and renewals 
b Order handover to purchasing 
c Handling of client queries (non-technical) 
d Invoice changes and user management 
e Ensure all contractual responsibilities are being fulfilled 

i) Booking in client quarterly meetings 
ii) Co-ordination of monthly reports 

f Report back any sales opportunities to the AM 
g Support the project function by co-ordination of product logistics, diaries and client 

availability 
h Stock management for certain clients ensuring the client is utilising the equipment they 

have. 
 
2 Sales support  

a Assist the new business function: 
i) Co-ordination of workshops and prospect meetings 
ii) Research 
iii) Preparation of proposals and presentations 

b Keeping CRM data clean, thorough and up to date. 
 

3 Administration 
a Maintain up to date and accurate client and quotation records 
b Ensure everything appropriate is handed over to accounts to processing. 

 
4 Common Responsibilities: 

a Maintain up to date knowledge of T-Tech’s operational procedures and Employee handbook 
and comply with the requirements 

b Work collaboratively with team members 
c Participate fully in company-wide initiatives 
d Undertake other duties as may reasonably requested by management. 
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Person Specification 

Education / Qualifications 
• Degree educated in a business subject or can demonstrate relevant work experience. 

 
Knowledge and Experience 

• At least 2 years’ experience 
• Experience of customer service and IT 
• Proven ability to work cross teams internally and externally 

 
Personal Qualities and Competences 
Excellence Needed: Vital to role 

• Customer Service 

• Strong Oral and Written Communication 

• Problem Solving 

• Attention to Detail 

• Quality Focus 

• Commercial awareness 

• Influencing & Persuasion 
 
Needed consistently: important to the role 

• Research & Evaluation 

• Working under pressure 
 
Needed at a basic level: helpful to role but not essential 

• Sales or account management experience 

• Understanding and interest in Technology 
 
 
The Company 
 
What we can offer you 
 

• Competitive salary depending on your experience and skills 

• 23 days’ annual holiday plus public holidays 

• Learning environment working alongside experts in the latest technologies 

• Special focus on training and development 

• Social committee that organises quarterly social events (karting, bowling, pizza evenings and 
other exciting events) 

• A vibrant London office 

• Exceptional career progression opportunities 
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About T-Tech  
 

T-Tech is one of the fastest growing IT Support and Cloud Services providers in the UK, serving 
small and medium-sized businesses mainly in Professional Services. Our customers demand and 
deserve great service and responsive support. We understand how important it is to optimise day-
to-day operations and we help our customers embrace innovation and drive growth. We do that 
by showing them how to cut risk and gain value, and to create the right infrastructure for change. 
At T-Tech, we’re about keeping UK business up and running, resolving problems quickly, providing 
personal attention and providing our customers with reliable IT support when they need it. 
  
Our company revolves around six pillars of service: Business and Technical Consultancy; 
Automation; Communications; Cloud, network and Security and IT Support. 
  
T-Tech has created a working environment that is personally and professionally challenging and 
enjoyable. At T-Tech you will be joining a talented team that values your input and knowledge. We 
are looking for highly motivated, talented individuals to join us in realising our vision. 
  
Our Selection Process 
 
We know that making a job move is an important decision for you, as it is for us.  We like to give you 
a full opportunity to get to know us and what your future job entails through a series of discussions, 
exercises and interviews: 
 
Initial Phone Screening: This will be a 20 minute informal interview with our HR Consultant to clarify 
your experience and understand more fully your career aspirations to see how these align with our 
expectations 
 
Interview: You will be invited into the T-Tech office for a traditional interview  and an assessment 
of your written skills. This will typically last 1.5 hours in total and you will have ample opportunity 
to ask questions and find out more about T-Tech 
 


