As a leading European Print & Packaging company, we are currently recruiting for an apprentice to join our Internal Sales Team, based at Amberley Labels in Blandford. This is an exciting opportunity for anyone looking at getting into a sales role.
As the first point of contact for customers an Internal Sales Apprentice should present Coveris in a helpful, professional and efficient manner in line with the company’s values, mission statement and operational plan.
The hours required will normally be 09:00am to 5:00pm Monday to Friday and 08:00am till 2:00pm. 
The apprentices would start at £9ph for the first year of the apprenticeship.

Key Areas of Responsibility
· Sample pack collation and ensuring the sampling system is tidy and relevant
· Post – distribution of internal post and franking system when required. 
· Distribution of tickets including collecting and replacing tickets from the factory floor.
· Provide cover for the answering of incoming phone calls within 4 rings.
· Ensure work areas are kept clean and tidy and maintain a personal appearance that is both smart and professional.
· Keeping office supplies replenished. 
· Cutting and preparing machine proofs for customers.
· Offer support for visiting customers and suppliers, ensuring they are welcomed and escorted to appropriate meeting room.
· Rooms prepared for customer/supplier visits – refreshments are stocked and environment is suitable (Aircon on etc)
· Receive and action communications from customers and other departments.
· Assist and support the IAM with customer orders, quotations, queries, complaints etc. and that they are processed as quickly and efficiently as possible; the target being on the day of receipt.
· Under the instruction of the IAM follow up on quotes sent, by calling or emailing the customer and tracking all won/lost/cancelled in Labeltraxx estimates.
· Booking in deliveries for specific customers either via phone or email. 
· Work independently and be proactive, seek guidance from Manager, Supervisor, and other departments when necessary. 
· Monitors inbox for IAM on annual leave /illness and redirect emails to the appropriate person
Key Requirements
· Professional customer service skills, promoting Amberley & Coveris with professionalism and pride at all times. 
· Excellent communicator – written and verbal – always.
· Well organized, paying close attention to detail, ability to prioritise, remaining calm under pressure.
· Friendly, approachable, flexible and a team player
· Able to work independently seeking guidance where appropriate.
· Proactive, positive, enthusiastic – demonstrates ‘can do’ attitude. 
· Confident
· Smart appearance

Selection
Should you feel that this role is appealing to you, please submit your covering letter and CV.
Due to the volume of applications, we receive, unfortunately we are unable to provide individual feedback. If you have not heard from us within 7 days after applying, then please assume that your application has not been successful.
