JOB DESCRIPTION 

	Job title:
	Sales & Marketing Coordinator / Customer Account Officer 

	Reporting to:
	Marketing Manager 

	Job purpose:
	Achieve performance and income targets for APIL’s publishing related products and services by actively engaging with our existing client base and new target clients primarily through sales calls. The focus will be on building and maintaining strong relationships with clients, understanding their needs, and identifying opportunities to sell advertising space in PI Focus, while up-selling and cross-selling APIL’s associated products and services. 

	
Responsibilities

	1. 
	Achieve income growth targets by effectively managing the outreach and conversion of existing clients and potential new advertisers in PI Focus and APIL’s related publishing products and services.

	2. 
	Manage and execute daily advertising activity and achieve prescribed levels of outbound sales KPI’s such as call attempts, number of prospects reached, Zoom/Teams meetings delivered, presentations/proposals submitted, conversion percentages, and repeat bookings.    

	3. 
	Achieve targets related to the cross-selling and up-selling of existing APIL exhibition and sponsorship clients through effective collaboration with the training team. 

	4. 
	Support the focus on membership related growth for APIL by delivering outbound member conversion call campaigns for new members, lapsed members, renewals and upgrades. 

	5. 
	Develop and maintain strong relationships with clients by conducting thorough needs assessments during client interactions to identify specific advertising and profile-raising requirements and tailor offerings accordingly, positioning APIL's offerings as valuable solutions.

	6. 
	Provide expert advice and consultation on advertising strategies, ensuring clients make informed decisions aligned with their marketing goals.

	7. 
	Employ effective negotiation techniques and close collaboration with line management and wider teams to secure deals and achieve income targets while maintaining positive client relationships.

	8. 
	Maintain a well-organised sales pipeline, tracking interactions, follow-ups, and potential opportunities to ensure effective sales management. Ensure all pipeline tracking adheres to the agreed advertising operating model and tracking documents.

	9. 
	Champion the APIL’s intranet database as a ‘single source of truth’ for our sales activity with existing and new clients, including documenting all sales progress and the emerging knowledge and understanding of the clients. Utilise the intranet database to develop a comprehensive list of target companies for PI Focus and related products and services. 

	10. 
	Establish and clearly document APIL’s current sales processes and take the lead on improving this with the help of line management to support income growth targets. 



	

	11. 
	Establish and clearly document APIL’s current sales materials, communications and client journeys and take the lead on improving these with the help of line management to support income growth targets. 

	12. 
	Provide accurate weekly, monthly and quarterly sales reports, detailing performance metrics, achievements, and areas for improvement including attendance at the PI focus editorial meeting. 

	13. 
	Actively seek feedback from all client interactions and business won to understand satisfaction levels, effectiveness of approach, identify areas for improvement, and enhance overall client experience.

	14. 
	Attend targeted APIL events to support sales and relationship building activity and leverage the marketing stand as a source of insight and leads. 

	15. 
	Provide inbound and reception support on an ad-hoc basis at especially busy times for the department.

	16. 
	Stay updated on industry best practices, sales techniques, and product knowledge to continually enhance sales effectiveness and contribute to personal and team growth.

	17. 
	All other duties as deemed suitable for the role. 
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