
 

 
Job Title: Sales Administrator 

 
Roll Type: Permanent, Part Time 24 hours. 
Typical Working hours:  9:00am – 5:00pm 
Location: Oldham, Manchester 
 
Description: 
This is an exciting opportunity to lead the admin service at Ross Care Independent Living. You will have 
ambition to support the continuous development of specialist sales from the location and with a national sales 
footprint. 
 
The primary objective of this role is to provide administrative support to Clinical and Sales team members. You 
will be working in an engaging sector contributing to helping people with disabilities and health issues through 
the provision of specialist equipment. Your day to day activities will include generating sales documentation 
such as quotes, serving customers and working with a team. The role will provide scope to develop specific 
knowledge of a growing sector in equipment provision within Health & Social Care environments as well to the 
general public. Management of detailed information, strong numeracy skills and use of advanced Microsoft 
Office skills will be essential. You will be based in Ross Care’s modern Independent Living Centre and Mobility 
Store, which has a remit to support the locality to access and try and assistive equipment and to fund itself 
through commercial sales. You will be line manged by the Store Manager for HR and store matters, with 
administrative and development requirements being led by the Clinical Manger. Whist having an admin focus, 
you shall also be customer facing in a role that delivers high job satisfaction through making a difference to 
people’s lives.  
 
 
Duties: 

- Assist the Clinical and Sales teams with administrative support. 
- Create, organise and issue accurate, detailed customer quotes. 
- Place equipment stock orders, including items with detailed specifications. 
- Under guidance, research supplier and product information. 
- Liaise with manufacturers regarding product details, product modifications and additional 

information for quotes. 
- Issue customer service reminders and communications. 
- Produce a range of documentation that facilitate customer sales. 
- Provide administrative support to a range of Independent Living Centre activities, including 

community groups, meetings and training events. 
- Develop a working knowledge of assistive equipment.  
- Work with the accounts department to raise invoices and request payments. 
- Maintain and develop filing systems and compliant record keeping. 
- Assist with the running of the store and serving customers. 
- With training, provide information and advice to assist customers in selecting suitable products 
- Support stock take. 
- Support holiday and sick cover in store. 
- Be flexible to take on a range of tasks as part of small team.  
- Respond to customer questions and concerns effectively 
- Comply with health and safety measures and all company policies and procedures 

 
Essential Competencies: 

- Prior work experience in an administrative roll. 
- A proven ability to work with accuracy. 
- Demonstrated ability to provide written information with professional formatting and presentation. 



 

- Ability to work with detailed information 
- Competent IT skills to be confident in Microsoft Office – Word, Outlook, Excel, Teams, PowerPoint. 
- An aptitude for leaning and taking initiative.   
- Have a customer-centered approach with the ability to engage & communicate effectively. 
- Good interpersonal skills to work effectively with staff members, customers, management & 

healthcare professionals. 
- With training to also operate our Electronic Point Of Sale and Stock Management system (Vend).  
- A proactive approach to problem solving. 
- Ability to multi-task and prioritise activities. 
- A positive attitude to developing and expanding knowledge and services 
- Ability to travel when required.  

 
Desirable Competencies: 

- Experience of caring or clinical environments. 
- Full UK Driving License 
- Experience working with people with a disability or older people. 

 
We will offer you: 
 

- Training and development 
- Regular supervision 
- Opportunity to develop specialised knowledge 
- Workplace support and training 
- Staff discount 
- Employee Assistance Programme 


