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PART 1: JOB DESCRIPTION
		
	JOB TITLE: 
	Sales Assistant
	GRADE:
	

	DEPARTMENT
	Infrastructure Department
	OFFICE:
	Düsseldorf  


	REVISION DATE:
	
	NAME OF CURRENT JOB HOLDER:
	


1. MAIN PURPOSE OF JOB 
Carry out sales activities to maintain and develop sales of plant and machinery / spare parts businesses as a Sales Assistant. Details will be explained in interview from our side.
2. POSITION IN ORGANISATION

	
			             
	         Non-managerial staff, Report to Managers

	
	




	





3. SCOPE OF JOB
· Plan and manage sales and purchases.
· Profitability calculations
· Support, collaborate and provide best service through close communication with existing and potential cutomers as well as suppliers.
· Prioritize and manage various tasks according to specified schedules and requirements.
· Miscellaneous administrative tasks (PARK, applications for credit approvals and SCR ratings, IT registrations, GTP reports).
· Widen and deepen knowledge about job and personal growth, e.g. by attending seminars, e-learning courses, etc.
· Business trips, visit customers and/or suppliers where necessary
4. DIMENSIONS AND LIMITS OF AUTHORITY

        No signing authorities

5.   QUALIFICATIONS

	
	Essential: Knowledge of Commercial matters
Preferred: Apprenticed export merchant

Skills:
- able to communicate clearly and efficiently and think logically
- written and oral English
- multi-tasking
- SAP (learned on the job later)
- Microsoft Office
- time-management
- mobility / driving experience

Personal qualities/attributes:
- team-player
- well organized
- able to keep an overlook over various projects
- good communicator with the ability to negotiate and mediate
- solve problems flexible and creatively to serve the customer at any time
- Japanese language knowledge preferred


6.	EXPERIENCE/SKILLS/PERSONAL QUALITIES

	
	Essential experience:
- inter-cultural communication
- experience with customer services
- experience working closely in an international team
Preferred:
- sales activities
- computer systems (SAP, IT)
- Japanese business culture (e.g. working experience in Japan)
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