
             
Job Description  

 

The role 

Global Sales Executive 

Reporting To: Global Sales Director 

Summary: 

We are looking for a digitally savvy Sales Enabler to play a key role in supporting Global Sales 

Director and the expanding global sales team. Key responsibilities:  support sales deals and 

sales process including sales meetings, events and client demos/pitches.  Support 

development of sales collateral and translations, co-ordinate and deliver sales events, ensure 

data is up to date in our CRM; ensure budget is up to date and compile analytics to produce 

monthly KPI reports. 

Keys tasks includes: 

 Coordinating sales and company resources to maximize our brand presence at key 

industry events attended by our clients and teams.  

 Assist in booking of venues, organising catering refreshments and all other 

administrative tasks.  

 Work with marketing to analyse return on investment from sales related events 

 Managing design and production of sales collateral and business stationery 

(global/local) 

 Working with sales team to put together mailing lists/target lists for sales campaigns, 

collate data for case studies, to potential clients 

 Compiling sales reports on an ongoing basis 

 Maintaining data quality for CRM and marketing automation platform working with 

Digital Marketing  

 Assisting the Sales and Marketing Department ensuring consistent branding of all HPD 

docs, internal and external – effectively communicating brand guidelines across the 

company 

 Raise Purchase Orders and assist in the reporting of budget by effectively tracking 

actual v forecasted spend, capture data and report KPIs 

 Ensuring Sales team are supporting the campaign timetable, working with digital 

marketing to ensure relevant deadlines are met.  

 Becoming a Social Media user to support the Sales team in their business 

development activities through LinkedIn and other social media platform. Post relevant 

content ensuring image and quality of content is on brand at all times.  

 Support Sales team through tender processes, ensuring a library of information is 

collated and at hand to ensure speedy completion of tenders with accurate and 

relevant information 

 Preparing and the following up on any sales quotations made for clients  

 Responding to any inquiries from the potential customers 

 Liaising between other departments and the client to provide the service most suitable 

to the client’s needs, cost and time restraints. 



             
Job Description  

 

Personal Specification 
 

Essential Skills: 

 Strong written and verbal English communication skills 

 A second European language desirable  

 The ability to get across your ideas, problem solve and think on your feet 

 Have enthusiasm, drive and ambition to get things done. 

 Strong ability to give attention to detail, as well as tested organisational skills 

 Excellent analytical and problem solving and teamwork skills 

 Able to use own initiative, be proactive and work independently 

 Willingness to learn and be challenged 

 Flexible, can-do attitude 

 Excellent IT skills including Microsoft Office suites including Word, Excel and 

PowerPoint and quick to pick up new software.  

 Have social media and digital marketing experience 

 Previous experience with WordPress, Salesforce CRM, Salesforce Sales Cloud and 

MAP preferred 

 Some experience in a supporting function desired  

How to apply 

Please email careers@hpdlendscape.com a copy of your CV. 

  


