JOB DESCRIPTION
	Job Title: New Business Coordinator
Reporting To: Chris Miller – Managing Partner
Responsible for: N/A
Department: New Business Unit

	Date: January 2016
Location: Bedminster Office


	Job Summary:

As New Business Coordinator, you’ll be responsible for identifying and referring opportunities for new business from telephone and website enquiries. You’ll be the first point of contact for most prospective clients; therefore an exceptional telephone manner and strong written communication skills are essential.

	Key Responsibilities:

· Act as primary point of contact for all new business enquiries received by phone or through our website

· Work within an agreed SLA to ensure that all new business enquiries are dealt with, managed and followed up in a timely manner

· Represent the company in a professional and approachable manner at all times

· Build effective communication links with prospective clients and colleagues, liaising regularly with internal departments

· Ask the right questions to ensure that we fully understand the client’s needs, promoting other service areas where necessary & triaging the enquiry as required

· Provide the Management Board with feedback and reports on pipeline enquiries and conversion rates on a departmental basis

· Work closely with the Marketing Manager to identify new marketing channels and evaluate the effectiveness of existing marketing channels

· Prepare quotes for new conveyancing & Will enquiries, ensuring that these are followed-up (subject to training and approval by the relevant HODs)
· Book appointments in fee earners diaries for face-to-face appointments & call backs

· Liaise with HODs as to workloads and availability within each department and office
· Review and process client information, ensuring that the data recorded is accurate

· Ensure that proper records are kept and recorded of Source of Business, contact information, and any other relevant information for marketing purposes
· Schedule follow-up communications to new business enquiries

· Work alongside colleagues to ensure that we deliver an exceptional client experience

· Ensure that all internal processes are followed

· Open new files, as required

· Any other reasonable duties as directed by your manager


	Signed by Job Holder: (Print Name) ……………………………………….

                                        Signed: …………………………………………….

                                        Date: ………………………………………………..

 


