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Job Title: 			Sales Support
Location: 			St Neots, Cambridgeshire
Salary: 			£28,000-£30,000
Employment Type:	Full Time
Reporting to:             	Business Development Director

The Company
Colmworth Electronics Ltd., part of the Cyclops Group, is a UK electronics services business specialising in electronic component kitting, outsourced assembly, procurement and supply-chain management.
We work with customers across a range of industries, supporting them with PCB and PCBA requirements, electronic components, cable assemblies, manufacturing, sourcing and wider supply-chain solutions.
About the Role
Colmworth Electronics is looking for a Sales Support to work closely with our Business Development Director.
Your role will be to provide day-to-day customer support, sales administration and commercial follow-up, allowing the Business Development Director to spend more time visiting customers, developing relationships and winning new business.
You will be dealing with customers and suppliers on a regular basis, preparing quotations, following up enquiries and orders, and working closely with our sales, purchasing and warehouse teams to make sure everything runs smoothly.
The role will suit someone who is organised, proactive, commercially minded and keen to learn. An interest in electronics, manufacturing and supply chains would be advantageous, although full training will be provided.
As you develop in the role, there will be opportunities to take greater ownership of customer accounts, quotations and sales opportunities.
What You'll Be Doing
· Provide day-to-day sales and customer support to the Business Development Director.
· Manage incoming customer enquiries and ensure they are responded to promptly.
· Prepare and issue customer quotations and maintain accurate quotation records.

· Obtain pricing, lead times and technical information from suppliers and manufacturers.
· Compare supplier pricing and lead times to help develop competitive customer quotations.
· Follow up outstanding quotations and sales opportunities.
· Process customer orders and ensure pricing, quantities and delivery requirements are correct.
· Liaise with purchasing, warehouse and other internal teams to ensure customer requirements are met.
· Liaise with suppliers and manufacturers regarding pricing, availability, samples and delivery.
· Keep customers updated on quotation, purchasing and order progress.
· Maintain accurate customer and opportunity information within company systems.
· Support the Business Development Director with sales pipeline management and customer follow-up.
· Identify repeat business, additional requirements and potential new sales opportunities.
· Assist with resolving customer queries, delivery issues and other commercial matters.
· Support the development of long-term customer and supplier relationships.
· Learn about the products and services Colmworth provides, including PCBs, PCB assembly, electronic components, cable assemblies and associated manufacturing services.
You'll ideally have experience in:
· Sales administration
· Internal sales or sales support
· Customer service or account management
· Preparing and following up quotations
· Purchasing or procurement
· Working with suppliers and manufacturers
· CRM or ERP systems
· Microsoft Office, particularly Excel
· Working in a manufacturing, engineering or electronics environment would be advantageous
· Experience working with BOMs, technical documentation or electronic components would be advantageous
You should be:
A confident, organised and commercially minded team player who communicates well with customers and suppliers, builds strong relationships, takes ownership and is comfortable managing multiple priorities.


You should have good attention to detail, be proactive in following things through and be comfortable asking questions and learning about new products, systems and processes.
You will need to be able to work independently while also working closely with the Business Development Director and wider Colmworth team.
Most importantly, you should have a positive attitude and a willingness to learn and develop within the business.
Benefits
· Additional company bonus scheme
· Company Pension Scheme
· 37.75 hours per week 
· 28 days annual leave (including bank holidays)
· Free on-site parking
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