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Job Description  


	[bookmark: _Hlk177643327]JOB TITLE:

	
	Sales Administrator  



	DEPARTMENT:

	
	Sales



	REPORTING TO:

	
	Head of Sales 



	LOCATION:

	
	Office based (hybrid and flexible start/finish times)



	WORKING HOURS:
	
	Full-time



	[bookmark: _Hlk177738948]WHAT YOU’LL BE DOING:


	

	As Sales Administrator, you will have a variety of tasks to complete, supporting the Hope Capital team and third parties.  
Day to day, you will:
· Support with the processing of new applications through to the Underwriting stage
· Be a front line point of contact via telephone/email for potential new enquiries/new deals
· Liaise with Underwriting Coordinators for the management of documentation/required items
· Effectively manage and develop our customer database including the customer journey
· Chase/follow up on existing enquiries and provide further support where required
· Record and collate appropriate feedback regarding our proposition and areas of potential improvement
· Work with the marketing team to segment and target pipeline data to send targeted e-shots
· Keep up to date with current completed loans and provide information to marketing for successful case studies
· Work with the marketing assistant to provide support for relevant market research
· Manage case folders ensuring that files/document storage is relevant and up to date
· Manage Microsoft Bookings for Sales Specialists/NAM bookings
· Make amendments to existing deals when required
· Support with the arrangement of up-and-coming events and exhibitions where required.
· Support the Head of Sales, National Account Managers, and relevant teams to implement the annual sales strategy




	ABOUT THE ROLE:

	

	Working as part of the Sales team, but very much part of the wider Hope Capital team, you will be instrumental in developing the Hope Capital brand. Working as part of the team to strengthen relationships through effectively managing the administration function of the sales team.



	NICE TO HAVE:

	

	· Experience within financial services
· Willing to learn and upskill in a fast-paced environment
· Relationship management skills
· Previous experience in a fast-moving finance company within the regulated or unregulated business environment



	WHAT WE EXPECT:

	

	· To work on a hybrid model of office and home working, but to attend the office additional days as and when required, given reasonable notice
· Fulfil the need to travel or attend events, working irregular hours including weekends as required as a Hope Capital representative



	WHAT YOU’LL NEED:

	

	· Strong administration experience
· Sales environment experience
· Relationship management
· Proficient in excel and able to grasp new systems with ease
· Analytical approach and attention to detail
· Strong multi-tasking and organisational skills to manage different financial duties, including the ability to prioritise tasks in order to meet tight deadlines
· Communication skills, including the ability to explain financial matters in accessible terms to different level of stakeholders
· Strong problem-solving ability and skills
· Flexibility and open-mindedness




	WHAT WE OFFER:

	

	· Competitive salary: Annual pay reviews, bi-annual discretionary bonuses, and sales commission (if relevant)
· Flexible working: Hybrid work model blending home and office flexibility 
· Flexible hours: Varied start and finish times to suit individual needs 
· Generous holiday allowance: Increasing with length of service 
· Extra holidays: Additional leave for pivotal life moments like birthdays, weddings, and house purchases 
· Buy or sell annual leave: Option to purchase extra days or sell unused leave 
· Life & health plans: Including life assurance, income protection, and a healthcare cash plan 
· Rewarding long service: 3, 5, 10, 15, and 20-year anniversaries recognised with a monetary gift 
· Wellness window: An extended lunch break each month for well-being 
· Enhanced maternity & paternity leave: Supporting parents with additional leave benefits 
· Mutual respect & behavioural framework: Ensuring a positive and inclusive workplace 
· HOPE Collective: Our culture committee, dedicated to fostering an engaging work environment 
· Promoting mental health awareness: with dedicated onsite mental health first aiders 
· Values-driven rewards package: myHOPE our exclusive wellbeing and benefits portal 
· E-learning Platform: HOPE Academy, our digital hub for training, learning, and career development 
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