
 

 
 

 

Sales Administration Coordinator – Revesby (Part-time) 

    Are you a strong administrator with sales support experience? 

    Do you have excellent communication skills? 
    Would you thrive in a role with variety and challenge? 

 

If so, we have an exciting opportunity for a highly motivated person to join our NSW sales and 
service team. The role is interesting and varied and would suit someone with experience working 
with a technical sales and/or service team.  
 
This part-time role (4 days per week) forms an integral part of Ecotech’s NSW business operations.  
For the right candidate there can be flexibility on hours and days. Potentially this role may 
increase to full-time depending on branch business requirements. 
 
At Ecotech, we take our role of supplying monitoring solutions to our customers seriously, 
whether it’s through the products we sell or running some of the most reliable environmental 
data collection networks in the world.  www.ecotech.com 
 
Key accountabilities include: 

 

 Working with customers and key stakeholders to ensure we continue to provide high level of 
support and service 

 Co-ordinating office processes, procedures and relevant activities to ensure the smooth 
running of the sales and service branch 

    Responsibility for monthly accounts and invoicing 

    Supporting the sales and management team in preparation of quotations and tenders 
    Coordinating delivery and shipping of all stock and equipment 
    Co-ordinating branch contracts and purchase orders, including order entry and billing 

 
To be successful in the role you will need: 

 

    Experience in a similar administrative role in a technical sales environment 

    Ability to work independently as well as part of a cohesive team 
    High level of written and verbal communication skills 
    Proven experience implementing process improvement initiatives 

    Sound level of computer literacy including MS office applications (experience with Sales 
Force and Pronto, or similar would be highly regarded) 

    Excellent customer service skills and a friendly professional manner 
    High attention to detail and excellent organisational skills 

 
Relevant tertiary qualifications (TAFE certificate /diploma or equivalent) preferred, not essential 

 
If you have a passion for what you do and a desire to continually develop your skills, please submit 

your resume and covering letter, outlining your skills and experience relevant to this role. 

Ecotech is an Equal Opportunity Employer. 

Applications Close:  24 March 2017. 

http://www.ecotech.com/

