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Job Description 

Sales Manager 
 

Job Details 
 

 

 
Dimensions 
 

Line 

management 

Yes ☒  

No  ☐ 
Budget holder 

Yes ☐   

No ☒ 

 

Job title Sales Manager 

Job purpose 
Lead, coach and mentor the sales team to promote UKAS’ Accreditation, 

Commercial Training & Advisory services to meet the sales objectives of the 

UKAS Business Plan and budget. 

Job location 
 
UKAS Head Office 

 

Reports to Head of Sales (Accreditation, Training & Advisory) 

Qualifications  
+ No specific requirements 

Essential criteria 

+ Strong leadership and people development skills 
+ Strong communication, negotiation and relationship building skills 
+ A thorough understanding of a modern sales methodology and the ability to 

develop others in this 

+ Ability to adapt sales coaching, with an understanding of the diversity of 

selling styles by which salespeople can achieve success 
+ Frontline, customer-facing experience in winning new business 

opportunities and a proven track record of exceeding targets 
+ Ability to manage a teams’ pipeline and to accurately predict the amount of 

business that the team will produce in future 
+ An understanding of the principles of managing underperformance within 

sales teams 
+ Innovative and strategic thinking – ability to seek innovative ways to 

achieve maximum results through efficient methods  
+ Ability to develop and execute strategies and tactical business plans to 

drive sales growth 
+ An understanding of sales data analysis to inform development and 

execution of process improvement and customer acquisition initiatives 
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Job Purpose 
 

Core 

responsibilities 

 
+ Manage, motivate and develop the sales team to achieve sales and 

revenue targets. Monitor the performance of the team to ensure they 
are meeting requirements for new business, lead generation, 
appointments and conversions. 
 

+ Grow the provision of Commercial Training, Advisory and Accreditation 
services to third parties to generate revenue for UKAS and as a service 

for improving the authority and UKAS’ standing among international 
accreditation bodies.  
 

+ Ensure that the contracts related to the delivery of Advisory & Training 

services are fit for purpose and are resourced, managed and delivered 
to the required level. 
 

Other responsibilities include, but are not limited to: 
 
+ Implement and manage a sales performance, incentive and KPI 

structure designed to achieve the highest levels of performance within 
the sales team. 
 

+ Closely monitor and improve use of the company CRM (Salesforce) to 

ensure sales data is accurate and up to date and is capable of providing 
information on trends and sales performance.  
 

+ Prepare for and contribute to sales management meetings, including 
the production of sales and pipeline reports, performance summaries 
and updates on specific project actions. 

 
+ Support the team in building a strong sales pipeline to ensure a 

constant stream of sales. 
 
+ Work to and report on monthly sales and revenue targets as set by the 

Head of Sales. Ensure achievement of sales targets for all streams. 
Forecast and plan, including action plans with relevant departments to 

close any gaps and maximise any opportunities. 
 
+ Ensure company processes are followed: at all stages of the sales 

journey by you and your team, including the correct use of CRM 
systems, proposal documents and the tools and systems provided to 
enable your team to operate effectively. 

 

+ Proactively manage lead generation: for accreditation, training and 
advisory areas of responsibility, through close liaison with the 

marketing team and outbound sales activity of you and your team 
members. 

 
+ Optimise customer penetration (account management) for training, and 

improve market share in accreditation in conjunction with marketing & 
operational colleagues 
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+ Manage the recruitment and performance of your team members in 
line with the company policies on: 

+ Recruitment 
+ Performance  

+ Absence 
+ Disciplinary 

 
+ Direct selling of UKAS services to support the team (role expected to 

be 80/20 split management to sales ratio), including: 
 

+ Updating the CRM and inputting information on prospects 
+ Following up with past customers and cross-selling services.  
+ Providing assistance and cover for other members of the sales & 

marketing team. 

+ Managing and responding to all leads within 24 hours.  
+ Investigating and resolving queries from customers. 
+ Working with Assessment Managers for pricing new applicants and 

enquiries.  
 

Non-Core 

responsibilities 

+ This post requires the post-holder to occasionally work away from 
home in order to support external meetings and events. As such, 
occasional overnight stays and travel within the UK will be required at 
planned times of the year. 

 

 

 

 

 

Signature of job 

holder: 

 

 Date:  

 


