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JOB DESCRIPTION / PERSON SPECIFICATION
& COMPETENCY FRAMEWORK
	Job Title
	Media Sales Executive


	Reports To


	Group Sales Manager

	Department


	Publishing

	Location


	Stoneleigh

	Grade 


	2


JOB DESCRIPTION

Main purpose and scope of job:

· To maximise advertising sales opportunities in National Farmers Union publications for the media sales department in a professional manner, to exceed agreed targets and to provide a first-rate standard of service to customers.

Management and Functional responsibilities:

· To sell advertising within agreed rates and contract structures and to achieve and exceed targets within stipulated time as discussed and agreed on a monthly basis.
· To generate an agreed number of sales calls and duration per day, as agreed with the Group Sales Manager.
· To be aware of personal and title performance to budget and target and take appropriate action to redress any potential shortfalls.
· Maintain and develop current client accounts by constantly updating sales ideas and presentations.
· Identify and contact businesses not currently advertising or using competitive media and make sales presentations in order to convert to our products.
· Constantly seek new sales and features opportunities within area and develop these when they arise.
· Sell series and contracts and ensure they are fulfilled.
· To constantly build product knowledge.
· To deal with any queries effectively and resolve within 24 hours.
· To present professional copy ideas and layouts.
· To prepare and plan working day to make the most efficient use of sales time.
· Ensure all relevant information is available on each call- e.g. customer files, records, copy.

· Maintain up-to-date files and records on all clients.
· Ensure call sheets are completed accurately and handed in by 5.00pm each day, or as requested.
· Assist on all publications as required.
· To cover for the absence of other territories as requested.
· Ensure detailed plans and full information for colleagues are completed before commencing holidays.
· Complete all administration documentation to the appropriate deadline.
· Check copy is accurate and that the appropriate instructions are attached.
· Check that advertisements comply with the relevant code of practice.
· All advertising sold below rate card to be in line with the parameters as defined by the Group Sales Manager.

· All credits to be agreed with the Group Sales Manager.

· Ensure compliance with NFU terms and conditions.
General

· This job description will develop to meet the needs of the NFU and any additional duties will be commensurate with the post holder’s grade.

	Job Title
	Media Sales Executive



COMPETENCIES

	
	
	Level

	Core Competencies
	· Understanding the NFU

· Working Together

· Personal Accountability

· Communication
	1 – Applying
1 – Applying
1 - Applying
2 - Supporting


	Functional 
Competencies


	· Commercial Acumen

· Technical Expertise

· Analysing and Problem Solving

· Planning and Organising
	1 – Applying
1 – Applying

1 – Applying
1 – Applying



PERSON SPECIFICATION

	
	ESSENTIAL
	DESIRABLE

	Knowledge and Expertise
	· Educated to a reasonable standard

· Knowledge of fundamental sales principles.
· Experience of sourcing and generating leads and cold calling.

· Proven track record of reaching targets set.

· Sales background.
	· To hold a qualification in a media discipline.
· Media or classified sales

    experience within a publishing 

    environment.

· Telephone sales experience.

· Knowledge of agriculture and the 

work of the NFU.

	Communication 

and Relationship Skills


	· Excellent communication skills and interpersonal skills.

· Ability to network and build a good professional reputation.

· Experience of negotiating terms of

    an agreement and closing sales.

· Able to be assertive and 

passionate.
	

	Practical and Physical Skills


	· Proficiency in Microsoft Office Applications
· To be efficient in the use of IT equipment.

· To have energy and drive.

· To be passionate about the 

business.
	

	Decision Making and Problem Solving


	· Ability to work on deadline in a 
   structured and organised manner.
· Able to take responsibility, be 

   accountable and use initiative for 

   self, as well as working as part of a

   team.
	

	Financial 

Responsibility
	· Experience of recording sales and order information.
	

	Responsibility 

for Information


	· To maintain confidentiality of 

    information at all times.

· Database experience e.g. input, update.

· Produce reports as and when requested.
	

	Responsibility 

for Supervision/ Management
	· No direct responsibility for other employees.
	

	Physical and 

Mental Effort
	· Able to concentrate for long periods and pay attention to detail.
	

	Personal Circumstances

/Additional Requirements
	· Encouraged to live within 40 miles
    of the post location or willing to 

    relocate.
· Ability to travel to work in a rural 

location
	· Full current driving licence (consideration will be given under

    the Equality Act 2010 where applicable).
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