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	JOB DESCRIPTION:  SALES CO-ORDINATOR



JOB TITLE: Sales Co-ordinator 
REPORTING TO: Owner, in close consultation with the General Manager
BASIC SKILLS REQUIREMENTS: 

· Good written and verbal communication skills

· Good computer skills

· Flexible and able to work under pressure

· Organised, systematic and pro-active

PERSONAL ATTRIBUTES:
· Listening and responsive skills

· Approachable & sympathetic

· Advanced selling skills 
· Understanding of older people
RESPONSIBILITIES:

1. Marketing:

a) Keep in regular contact with local professionals (mainly Care Managers) who may influence potential residents to come to the homes

b) Maintain an e-mail list of all the above professionals

c) Send out monthly news circulars from the homes

d) Place newspaper adverts and arrange editorials as agreed

2. Sales:

Fill all vacancies in both the care homes and the care suites as quickly as possible as follows:

a) Go to each site every other working day.

b) Discuss the vacancy situations with the General Manager (or Unit Manager in their absence) on a daily basis.

c) Handle all telephone enquiries, as well as visitors where possible.
d) Enter all enquiries and details of all contacts with enquirers on the respective enquiry database.

e) Send out a brochure with a personal letter on the day of each enquiry.
f) Follow up all enquiries on at least a weekly basis.
g) Close off any enquiries who do not wish to proceed with an explanation of why they are not taking it further.
h) Arrange visits to Home and do the “show-arounds” whenever possible or otherwise arrange for the General Manager or a Unit Manager to do it.
i) Arrange to have written pre-admission assessments carried out and written up on Residata by the relevant care staff within two working days.
j) On or before the day of admission, ensure that:

i) The Pre-Admission Assessment (as typed up on Residata) has been approved in writing by both the General Manager and the resident/relative/care manager.
ii) The total fee has been agreed in writing by the resident/relative/care manager (even if the breakdown between public/private funding is not confirmed).
iii) The contract has been signed by both the General Manager and the resident or their representative (N.B. No signed contract, no admission).

iv) In the case of care suites, liaise with the solicitor regarding the lease. 
v) The resident or their relative has signed-up for on-line care plans and that the necessary documentation has been completed.
k) Arrange each admission with both the resident and the care staff in the home.
l) Keep both the respective General Manager and the Owner informed by email.
Please note that this Job Description will be subject to continuing review and development.
