Gingerlily is the leading name in silk bedding worldwide and is looking for an enthusiastic and experienced (Sales Administrator/Sales Coordinator) to join its friendly team based in SW London. The role will include (but not limited to):

· Approachable can-do attitude being first point of contact for retail & trade customers
· Order processing and invoicing
· Controlling stock levels across multiple locations

· Coordinating logistics and overseeing/managing an external logistics team
· Providing regular data analysis to the team and raising purchase orders

· Liaising with buyers/merchandise assistants regarding orders, lead times and pricing

· Liaising with suppliers regarding orders, lead times and pricing

· Assisting the company accountant with registering payments received

· Providing excellent customer service by phone and email

· Assisting the sales & marketing manager as required

· Ordering office supplies as required 
Although training will be provided; the ideal candidate would ideally have many, or all, of the following qualities:

· Experience of using Sage (preferably Sage 50 Accounts) 

· An excellent telephone manner and strong communication skills, ability to develop and maintain good relationships with customers, suppliers and colleagues
· Experience of stock control

· Ability to work both within a small team and on their own

· A good degree of common sense and strong attention to detail
· Team player – happy to help with the occasional packing of orders and receiving deliveries
· Interest in interiors and/or design

Competitive salary offered

24 days annual leave

Pension 

To apply, please send CV to sales@gingerlily.co.uk 

