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Reports into: Head of PTC
Based: remote, home working
Days per week: 1–2 days, pattern and timings TBC

Purpose of the role
To sell the PTC’s training courses to organisational clients, inside and outside publishing, in the UK and overseas. To drive outreach, secure new business and grow in-company bookings. To maintain a good relationship with key contacts and build relationships with new ones. To research new leads and generate new business in agreed sectors, whilst managing the customer pipeline. To report on sales and maintain customer records and details. 

Principal responsibilities
· To manage relationships with current clients, following up enquiries and informing them of new or updated courses, or devise customised training for them
· To maintain client records within the CRM database and other systems 
· To provide estimates for in-company training, negotiating and agreeing rates with clients (initial costings to be provided by Finance) 
· To re-engage dormant clients and encourage uptake
· To research, quantify and target agreed new sectors, such as education, charities, professional/membership bodies and services
· To be the primary contact for in-company business, producing client agreements/contracts
· To suggest new courses or products drawn from client feedback and data
· To produce a monthly sales plan with ongoing activities, commitments and targets
· To stay abreast of developments in training and publishing 
· To act as an ambassador for the PTC

Person Specification

Skills and experience required
· Having worked in sales, operating autonomously, managing clients and leads 
· Good communication skills – written and spoken
· Excellent negotiation skills
· Familiarity with the UK publishing and/or training industries
· Managing a range of stakeholders
· Working with a CRM database and other IT systems

Personal qualities required
· Strong inter-personal and relationship-building abilities
· Tact and diplomacy, with the ability to listen and engage effectively
· Able to work in and promote a collaborative team environment
· Financially aware, commercially astute
· Can multi-task and operate well under pressure
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