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Job Description 
       Archaeological Sales Executive
Post Holder



TBC
Job Title



Contracts Manager
Duration



6 month probation then permanent
Grade




10

Salary



£25,000 - £40,000
Location
Based out of one of the ARS Ltd Offices, with occasional travel to other offices and Clients’/sites for meetings etc. Some home working will be considered.
Accountable to
Head of Contracts
Job Summary
Carry out a wide variety of work including identifying and following up leads and opportunities, preparing costings, quotations and tenders, client liaison, building client base, assessing risk, assessing and managing contracts and selected projects and drive forward marketing and sales. Contribute to invoice preparation. Client sales and contract liaison. Reporting to line manager. Responsible for your sales performance and helping drive commercial growth, financial reporting and analysis (in conjunction with Head of Contracts). Member and contributor to the Management Team.
Responsibilities/Main Duties
Generate, identify and follow-up leads

Undertake costings, quotations and tenders and contractual arrangements for jobs.

Client liaison and relationship building and maintenance.

Build client base, increase number of successful tenders and sales profitability.

Manage contractual documentation including assessment of risk.

Contribute accurate information for invoicing and receiving payment.

Undertake networking and marketing (with assistance from other members of team) & sales volume and value.

Reporting on sales performance.

Report to line manager and be transparent and accountable.

Contribute to financial analysis, reporting and forecasting.
Contribute to Management Team endeavor and report KPIs as appropriate.
Close liaison with Project Managers for allocation and communication of resources, timescales and goals to make sure delivery teams are fully briefed and to enact smooth handovers.
Take part in training/coaching programmes and staff development initiatives.

Attend meetings as required. Meetings with clients, local authority archaeologists, Historic England etc. as required.

Manage and organise own work programme under direction of Head of Contracts.
Drive a company vehicle when required. Keep the company vehicle tidy and roadworthy at all times. Notify the Business Administrator of any faults etc. so that they can be rectified.

Any other duties that may be reasonably allocated from time to time.

Undertake occasional out of hours work on behalf of the company such as attending meetings, conferences, giving talks or making essential phone calls or communicating important information to other ARS Ltd staff.

Abide by and champion all Company policies and rules.

Safety
To abide by all statutory safety regulations and company policies as set out in the Health and Safety Handbook.

Hours of Duty


37.5 hours per week.

Annual Leave
All statutory bank holidays (8 days) plus 20 days holiday per year.

Conditions of Service
See the Employee Handbook.

Period of Notice
Twelve weeks beyond probation.
Confidentiality
It should be noted that much of the information that the post-holder will access will be of a confidential nature both to clients and other ARS Ltd employees, and such information must not be communicated to other persons except where required for authorised purposes.

Note
This job description does not form part of the contract of employment.


This job description will be reviewed on a regular basis.


