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BUSINESS SUPPORT EXPORT DEPARTMENT
Workplace
· Serravalle Sesia (VC) - Italy

Role:
The role as Business Support includes Customer Service activities and will be  all  about  making  sure  every  customer  receives  the  very  best  service  and support.  The main  activities  will  include answering  customer’s  requests  by  phone  and email, inserting sales orders and engaging clients in order to maximizing sales opportunities. 

In addition the person will be responsible for:

·  Creation of periodic Reports;
· Check & Monitoring on the orders;
·  Production Lead-time check and stock availability; 

· Commercial offers: Quotation phase management. Pipeline Retail, Pipeline Project;
· Order entry process and ordered daily;
· Analysis process Portfolio orders, coordination with planning, management of the delivery dates requested by client. Priority definition for forecast daily, monthly, quarterly and annual turnover;

· Finance analysis and customer credit status. Workflow authorizing finance processes, payment terms;
· Shipping and logistics process;

· Goods Return Processes, Technical Assistance, Customer Service, Claims Reporting;
· Business Review and Analysis Tools. Support to the sales force;

· Pro-active sales activities: average order increase, order analysis, commercial analytical support;
· Follow up Authorization Workflow.
 

Skills: 
· Should be able to speak Italian , English and another language (French or Spanish)
· Excellent knowledge of MS Office

· Good tendency to interpersonal relationships

· Teamwork

· Problem solving

· Confident approach towards maximizing sales opportunities
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