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	Job Description

	Job title:
	New business co-ordinator

	Hours:
	Full time 35 hour week

	Role:
	Manage and follow through all new business enquiries

	Reporting to:
	Ian Snipe

	Main duties and responsibilities:
	Some or all of the following

1. Deal with clients by phone and letter
2. Negotiate fees
3. Obtain background information and data about the client and case

4. Assist in creating effective contracts with clients

5. Deal with referrers and referred cases by phone and letter and internet

6. Arrange appointments interviews and travelling

7. Manage workflow of cases

8. Maintain database 

9. Help allocate case to CM

10. Recognise and help pursue any potential new work

11. Maintain records of new business and report 

12. Deal with a small number of calls out of hours

13. Follow up outstanding responsibilities of CM s

	Note:
	The above list is not fixed or exclusive; the organisation of the job changes to meet operational requirements from time to time

	Probationary Period:
	3 months
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	Personal Specification
	New business assistant

	Required competency
	Standard required
	Essential / Desirable
	Measure by Application/CV Interview Test

	Sales negotiation experience
	Demonstrable experience of selling services by phone or face to face
	E
	I

	Good inter-personal skills in a service orientated customer facing role
	Confident and friendly 

Very warm and effective telephone manner
	E
	I (by phone and in person)

	Effective correspondent
	Confident, friendly and to the point
	D
	T

	Methodical proactive approach to work
	Ability to progress files through take-on procedures, and to monitor those passed to case managers down to completion of retainer
	E
	I

	Typing 
	50 – 60 WPM touch typist

Error rate 2%
	E
	T

	IT ability
	Intermediate skills  in Windows Word and Outlook, experience of Excel
	D
	T

	Out of hours calls
	Willingness to do so occasionally
	D
	I
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