Wolfestone Translation Ltd


	Job Description
Title: Sales/Project Manager
Department: Wolfestone Germany 
Reports to: Marketing Manager
Job Objective:
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Sales/Project managers sell, plan and manage all translation projects, making sure they are completed on time and within budget.  

Responsibilities:
· Deal with sales enquiries from existing and potential customers;
· Negotiate and close sales
· Find out what the client and Wolfestone Translation Ltd want to achieve  

· Agree the timescales, costs and resources required

· Draw up a detailed plan for how to achieve each stage of the project

· Select and lead the project team

· Negotiate with translators and suppliers for materials and services

· Make sure that each stage of the project is progressing on time, on budget and to the highest quality standards

· Report regularly on progress to the client and to Senior Project Manager

· Proofread and review work

· Maintain good working relationship with clients

· Mentor students 

· Invoice customers, check incoming payments on German bank account, pay translators
Relationships and Roles:
Internal / External Cooperation
· Demonstrate ability to interact and cooperate with all company employees. 

· Build trust, value others, communicate effectively, drive execution, foster innovation, focus on the customer, collaborate with others, solve problems creatively and demonstrate high integrity. 

· Maintain professional internal and external relationships that meet company core values. 

· Proactively establish and maintain effective working team relationships with all support departments. 

Person Specifications:
· Educated to degree level in a relevant field (i.e. Translation/Languages)
· Fluent German and English
· Confident communicator via telephone with people at all levels

· Good Interpersonal /communication skills 

· Excellent attention to detail

· Experience with Microsoft Outlook and Office
· The ability to organise and multi-task

· The ability to meet deadlines

Desirable
· Educated to degree level in a relevant field (i.e. Translation/Languages)
· Any other additional language

· Project management or sales experience

