
 

 

 

Job Title: Sales Assistant 

Location: Enfield, UK  

  Job Type: Part-time/Full-time 
 
A new and exciting opportunity has arisen for a Sales Office Assistant to join our Sales and 
Marketing department to support our Sales and Marketing Director. Due to the growing success 
of the business, this role is best suited for someone that can work well in a fast-paced 
environment and has strong initiative skills. This is a varied role, that will always keep you busy 
who is willing to be creative, driven individual. 

 

Key Responsibilities: 

 Organising meetings for Sales and Marketing Director and management of diary 
 Assisting Sales and Marketing Director 
 Cold calling 
 Following up leads 
 Maintaining project pipeline on the CRM system. 
 Having regular meetings with suppliers to understand their future work pipeline. 
 Preparing reports and PowerPoint presentations for meetings. 
 General queries/Ad Hoc 
 Proactively researching of business development opportunities, marketing, and social 

media strategies. 
 Creation of newsletters, working closely with the marketing team to influence their digital 

marketing. 
 
 

Requirements: 
 

 The candidate must have construction experience, preferably façade experience

 Good level of IT office applications including Word, Excel, PowerPoint etc.

 Well organised and able to manage a busy workload

 Good standard of grammar and spelling

 Experience in managing multiple email accounts and inboxes

 Ability to prioritise and act without supervision



 

 
 

 

 Highly organised, paying particular attention to detail

 Adaptable, capable of using own initiative and working under pressure

 The opportunity to migrate into a sales position if desired
 

Benefits: 
 

 Excellent salary

 30 days holiday leave (including Bank Holidays)
 Pension
 Maternity/Paternity paid leave
 Promotion opportunities
 Training opportunities
 Summer BBQ & Christmas Party

 
 
 

Application Procedure: 
 

For more information or to send a CV please email: recruitment@mprice.co.uk 

 

*We are currently only considering candidates that are located inside the UK, or that have residency 

and working rights in the UK.* 
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