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	Job Title
	Account Executive

	Reports To
	Sales Manager

	Department
	Sales

	Location
	Marina HQ



	Primary Purpose of the Role:
· Support the Sales Team by managing customer enquiries, developing customer relationships and progressing sales opportunities.
· Act as a key point of contact for customers, providing accurate information, quotations and timely follow-up.
· Support Account Managers in managing and developing customer accounts while taking ownership of allocated customers and sales opportunities.
· Identify opportunities to increase customer value and contribute to new business development.
· Maintain accurate customer and sales information within the company CRM system.
· Work closely with Sales, Finance, Operations, Logistics and Warehouse teams to ensure a smooth customer experience and efficient order fulfilment.
· Contribute to the achievement of sales targets through proactive customer engagement, follow-up and effective sales administration.
· Develop commercial knowledge and understanding of products, pricing and customer requirements.
· Support continuous improvement of sales processes and customer engagement.



	Key Accountabilities

	(The key responsibilities of the role against which performance is measured)

· Respond to inbound customer enquiries in a timely and professional manner.
· Prepare accurate quotations and follow up sales opportunities to support conversion.
· Manage and develop relationships with allocated customers, providing a high level of customer service.
· Support Account Managers with the management of existing customer accounts.
· Proactively contact customers and prospects to identify sales opportunities.
· Identify opportunities for additional sales and products within existing customer relationships.
· Maintain accurate and up-to-date customer, quotation and opportunity records within the CRM system.
· Monitor and progress sales opportunities through the relevant stages of the sales pipeline.
· Work towards agreed sales, activity and customer engagement targets.
· Liaise with Finance, Operations, Logistics and Warehouse teams to ensure smooth order processing and fulfilment.
· Respond to customer queries regarding products, pricing, availability, orders and delivery timescales.
· Support the onboarding of new customers and ensure relevant information is accurately recorded.
· Develop a strong understanding of Vuba's products and services to provide appropriate solutions to customers.
· Support Account Managers with customer meetings, sales activity and account development where required.
Contribute to continuous improvement of sales processes and customer engagement.




	Competencies
· Customer focus – Understands customer requirements and delivers a professional, responsive and positive customer experience.
· Commercial awareness – Understands the importance of sales, customer value, pricing and business objectives.
· Communication – Confident and professional communicator with the ability to build relationships with customers and internal teams.
· Organisation and planning – Able to manage multiple customers, enquiries, opportunities and deadlines effectively.
· Initiative – Proactively identifies opportunities and takes action to progress sales and customer relationships.
· Problem solving – Able to identify customer or operational issues and work with relevant teams to find effective solutions.
· Resilience – Able to remain focused and positive in a fast-paced sales environment.
· Adaptability – Comfortable responding to changing priorities, customer requirements and business needs.
· Relationship building – Able to establish and maintain positive customer relationships.
· Teamwork – Works collaboratively with Account Managers and wider business functions to achieve shared objectives.



	Qualifications
	Essential
	Desirable

	(What are the qualifications required for this role)
	
	

	· Proven experience in an administrative or sales support role
	✔
	

	· Proficiency in Microsoft Office (Excel, Word, Outlook)
	✔
	

	· Strong written and verbal communication skills
	✔
	

	· CRM system experience
	
	✔

	· Previous sales, customer service or commercial qualification
	
	✔

	· Sales or account management qualification
	
	✔



	Experience
	Essential
	Desirable

	(What experience is required for this role)
	
	

	· Strong organisational and time management skills
	✔
	

	· High level of accuracy and attention to detail
	✔
	

	· Ability to multitask and work under pressure
	✔
	

	· Customer‑focused mindset
	✔
	

	· Problem‑solving ability
	✔
	

	· Experience supporting a sales team or working in a commercial environment
	✔
	

	· Experience responding to customer enquiries and providing quotations
	✔
	

	· Experience working towards sales or activity targets
	✔
	

	· Experience within a manufacturing, construction or related industry
	
	✔



	Specific Skills/Knowledge
	Essential
	Desirable

	(What are the skills required to sustain this role)
	
	

	· Ability to build and maintain customer relationships
	✔
	

	· Strong customer service skills
	✔
	

	· Ability to prepare accurate quotations and follow up opportunities
	✔
	

	· Strong written and verbal communication skills
	✔
	

	· Strong organisational and coordination skills
	✔
	

	· Experience using CRM systems and maintaining accurate customer records
	✔
	

	· Ability to identify and progress sales opportunities
	✔
	

	· Strong problem-solving skills
	✔
	

	· Understanding of sales processes and customer service principles
	✔
	

	· Understanding of sales pipelines and activity tracking
	
	✔

	· Commercial awareness and understanding of pricing and margin
	
	✔

	· Knowledge of Vuba products and the construction / surfacing industry
	
	✔




	Behaviours to be Demonstrated
(What behaviours are required to sustain this role)
	Essential
	Desirable

	· Demonstrates professionalism, integrity and accountability
	✔
	

	· Customer-focused with a commercial mindset
	✔
	

	· Resilient and adaptable in a fast-paced environment
	✔
	

	· Collaborative and builds strong working relationships
	✔
	

	· Takes ownership and responsibility for tasks and customer enquiries
	✔
	

	· Shows initiative and proactively identifies opportunities
	✔
	

	· Strong attention to detail
	✔
	

	· Positive and enthusiastic approach to customer interactions
	✔
	

	· Able to manage multiple priorities effectively
	✔
	

	· Confident communicating with customers and internal teams
	✔
	

	· Driven to achieve agreed sales and activity targets
	✔
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