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	Job title 
	SALES ASSISTANT

	Job grade
	B

	Department
	Sales Department

	Location
	8 Techno Crescent, Western Province Park, Epping, Cape Town

	Job’s vision / Goal
	Assist with all sales administration & logistic related tasks accurately & efficiently

	Salary / Band
	R7000 – R8000


	Reports to
	Supervisor & Manager

	Subordinates
	None

	Liaises with
	All staff, customers & suppliers


	Brief description or profile of the job
	To perform all sales & logistic duties by assisting the sales team in all administrative tasks.


	Tasks to perform and 
tasks responsible for
	Quotes, orders & data capturing

	
	All general office & sales administrative duties

	
	Assist with all sales related queries

	
	Follow up outstanding quotes  & orders and give feed back

	
	Document & component distribution and collection

	
	Any other reasonable or related tasks

	
	


	Formal or equivalent education and skills required to perform 
the tasks.
	Grade 12

	
	Computer literate with good knowledge of Microsoft office

	
	Highly efficient and accurate with good organisational skills

	
	Able to multitask and work under pressure

	
	Must be able to work well in a team environment

	
	Excellent verbal  & written communication skills

	Key Performance Areas the appointee’s performance will be measured on.
	Assist with preparation of quotes & orders efficiently & timeously

	
	Following up of outstanding orders & quotes

	
	Communication with customers, suppliers & sales staff

	
	Time keeping, punctuality & absenteeism

	
	Motivated & hard working

	
	Personal growth and training


	Submit CV’s and applications to.
	hy@mantech.co.za


	Closing date for applications
	10th April 2018
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