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JOB TITLE:  		Corporate Assistant (FTC 3 months)
ROLE LEVEL:		Level 1			
DEPARTMENT:	Corporate		
REPORTS TO:	Corporate & New Business Senior Account Manager
LOCATION:	Mint House, Royston
HOURS/WORKING PATTERN: 40 hours 9am-5.30pm Mon-Fri.	












ROLE OVERVIEW

To support the corporate business division with all aspects of account management, internal administration and order processing.


JOB ROLE AND RESPONSIBILITIES

Sales Support
· [bookmark: _Hlk207869408]Maintain sales email inboxes for corporate, serving as a point of contact for enquiries and grading and recording opportunities accordingly.
· Maintain sales telephone enquiries, serving as a point of contact for enquiries and grading and recording opportunities accordingly.
· Prepare and send samples and quotes to prospective and existing customers.

Sales Order Processing
· Process the orders in a timely and effective manner. This will be one off order and repeat customers. 
· Liaise with our fulfilment centre to ensure despatch is on time. 


SKILLS AND EXPERIENCE

· Well structured & organised.
· Professional business manner & outstanding customer service through all communication channels.
· High level of attention to detail.
· Ideally have some experience of dealing in a business-to-business environment.
· Resourceful & resilient under pressure.
· Self-motivated, use good judgement and initiative to overcome/solve problems.
· Passion and aspiration in line with Hotel Chocolat products, brand, values and goals.

[bookmark: _Hlk207869838]Essential Skills

· Microsoft Excel skills of an intermediate level
· IT/System processing skills
· Can self-manage workload and work schedule to ensure deadlines are met.

Desirable Skills

· AI knowledge/how can this support role efficiencies


VALUES AND BEHAVIOURS
Our values: Authenticity, Originality and Ethics shape and guide everything we do, they are a core part of our business and what it means to be part of Hotel Chocolat.
Our Ingredients for Success are the things you need to demonstrate in your role, the skills, and behaviors that when added together ensure that you are at your best.  


I AM ME:
· I use my initiative to get things done.
· I take ownership of my development, with the support of my Line Manager.

I AM INSPIRATIONAL:
· I communicate with confidence, and know what I am talking about.
· I have a passion for what we do at HC and I am an ambassador for the brand.
· I recognise and celebrate the work of others in my team.

I AM A TEAM PLAYER:
· I build good working relationships with colleagues and am comfortable working with new people.
· I works towards shared team goals and I am clear on my role in achieving these.

I AM COMMERCIAL:
· I understand who my ‘customer’ is and ensure their needs are considered.
· I think of ways to make my customers lives better or easier.
· I understand when to escalate a decision or ask for support.
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