
 
Job description: Contracts Sales Administrator 
 
Job title:  Sales Administrator  
 
Purpose of role:  

You will be part of an experienced sales team and the primary role is to support this dedicated team 
in delivering several sales administrative support functions in order to maximise sales and deliver 
excellence in customer service. 
 

TileStyle is an Irish family run business that was set up in January 1982 by the late Jim McNaughton. What 
started as a small ceramic tile business in the early eighties has grown to become one of the most 
successful tile, bathroom, kitchen and wood flooring suppliers in Ireland today. 

TileStyle supplies these products to both the residential and commercial markets and has an impressive 
52,000 sq. ft. award winning showroom based in Ballymount, Dublin. TileStyle wears the crown of the 
largest tile and stone showroom in Europe and is also home to stunning bathroom, kitchen and wood 
flooring showrooms. 

The TileStyle showroom is always adapting and changing to keep in line with new and current trends, with a 
vast product range to suit all styles and budgets and a highly experienced team to guide you through your 
project form start to finish. 

TileStyle has always been associated with the arts and are proud sponsors and supporters of many artists 
and arts organisations. 

 
1) Administration of incoming sales and product enquires,customer calls, queries and 

appointments. 
2) Quotation, sales ordering, internal purchase ordering and logistics administration and 

processing, through close liaison with existing stock control team. 
3) Maintenance of product library. 
4) Administration of customer and specifier databases. 
5) Assist in carrying out the company’s policies and procedures in relation to Health, Welfare & 

Safety, HR, standard operating procedures. 
 

Reporting to: Contracts Director 
 
Scope of the role: 
This is an important role within the TileStyle Contracts team. The role will also involve close and regular 
communication with the sales teams, stock control, warehouse and finance teams, along with regular 
contact with customers, contractors and specifiers. 
 
The role is Monday to Friday. 
 
Person Specification: 
 
Skills: 
Be able to work effectively within a team as well as work on own initiative.  Excellent organisational and 
communication skills.  
 
Knowledge: 
Excellent working knowledge of ICT in particular Microsoft Office products.  
 
Experience: 
A minimum of 2 years’ experience within a sales administration environment. Experience of the construction 
related industry would be beneficial but not essential. An extensive training programme will be provided. 
 
Attitudes: 
An enthusiastic personality, with a proactive attitude to customer service. A genuine desire to help support a 
positive team environment will be crucial attributes. Effective team playing characteristics are essential to 



 
the success of this role as TileStyle is constantly adapting to customer and market needs and the need for 
flexibility will be important.  
 
Remuneration Package: 
This is a full time role with a competitive salary based on experience. A 6 month probationary period will be 
completed. References and medical check up will be required. 


