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Project Coordinator - Sales Operations

	Job details 

	Directorate: 
	Membership and External Affairs

	Department: 
	
Commercial & Partnerships
	Team:
	Sales Operations
	Grade: 
	Career Professional  B
	Reports to:
	Sales Operations Manager

	Line management responsibilities:
	No
	Location:
	London


Role overview
	To provide end-to-end Sales Operations support across products and processes, to aid with commercial performance, governance and operational effectiveness. This will include the co-ordination of strategic projects and providing administrative support, working with various teams across the Law Society. 
















Core duties of the role:
The post holder will:
	· Successfully deliver agreed project plans, ensuring work is completed on time, to budget and to a high standard across Sales Operations including process automation, CRM improvement, governance improvement and pain-point improvement
· Identify risks at early stages, proactively introducing measures to mitigate or remove risk
· Identify project success measures and work with others within the organisation to track success using data, analytics and other evaluation methods and metrics
· Effectively utilise Microsoft Teams and Share Point for project tracking and communications, storing and creating project plans
· Keep all project documents up-to-date, accurate and reliable
· Build and maintain good working relationships with a broad range of colleagues across multiple teams 
· Communicate project objectives and progress clearly so all relevant stakeholders are engaged and informed
· Actively contribute to creating an inclusive and welcoming team environment, building effective working relationships with a range of colleagues and internal stakeholders across the Law Society
· Support day-to-day Sales Operations activity across products and processes
· Research and analyse relevant markets and competitors, producing clear data insights and recommendations to support commercial decision-making
· Translate commercial insights into recommendations by communicating findings clearly to relevant stakeholders, so they can make evidence-based and well informed decisions 
· Proactively engage with Account Managers to support best practice approaches to sales processes and systems 
· Engage in training and knowledge-sharing activity across the organisation to embed consistent and effective ways of working 
· A proactive approach to supporting a respectful and welcoming work environment for all






Skills and attributes:
	 Criteria (knowledge, skills and attributes)
	Assessment stage

	Relevant experience of delivering projects to a successful completion as outlined in the project brief
	Application Form
	Curiosity and a proactive problem-solving approach, focused on practical, sustainable solutions
	Interview
	Commercial awareness with experience of managing a varied pipeline of activities involving different teams
	Application Form
	Strong analytical skills including interpreting data and turning insight into actionable tasks and recommendations
	Application Form
	Excellent attention to detail with a strong focus on governance and risk awareness, experience supporting with contracts or due diligence ideal
	Interview
	Proven ability to operate calmly under pressure and manage competing priorities while effectively managing own wellbeing, seeking support from The Law Society where appropriate
	Interview
	Strong project skillset including planning, communication, stakeholder collaboration, and producing project documentation
	Interview
	Ability to adapt and contribute to continuous improvement
	Interview
	Experience contributing to process automation and/ or change initiatives
	Application Form
	Comprehensive experience using MS Suite 
	Interview

	Knowledge of CRM’s such a Salesforce and Microsoft 365
	Interview

	A good understanding of, and commitment to, equality, diversity and inclusion
	Interview





Team chart

	

Head of Sales & Partnerships


Sales Operations Manager


Bid Manager


Sales Support Manager


Salesforce Administrator


Project Coordinator- Sales Operations
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