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	Duties of

Intern in Sales and Customer Excellence department



	Job Title
	Internship Programme in Sales and Customer Excellence Department

	Location of post
	Kyiv
	
	

	The purpose of our Internship Programme is to offer to successful candidates an opportunity to improve their skills and enhance their educational experience through practical work assignments while gaining experience of working in an international environment.
Duties and responsibilities may include:

1. Customer services, sales and Teaching Centre activities 
Deliver professional customer service to both internal and external customers at distinct areas of the customer excellence department:

· Front Desk 

· Call Centre
· Placement Test

· Young Learners courses administrative support 
Face to Face duties
- greet all prospects in a warm professional manner

- build rapport with the prospect in order to find out the objectives, needs and requirements 

- to help the customer with choice of product or service 
Telephone and E-mail enquiries
- to answer all calls with a polite and pleasant manner according to corporate telephone standards – call greeting, call handling and call closing
- to maximise conversion rates of enquiries to sales figures by communicating features and benefits of BC offers, convincing and persuading prospects to enrol

Customer Liaison and follow up
– to provide customer post-sale support
· Own customer feedbacks by making clear notes on an enquiry/complaint, channelling them to relevant members of staff and by ensuring the answer is given on time.

· To acquire and maintain an excellent level of the product knowledge at all times via webiste, proactive liaison with colleagues and product sessions if necessary.Observation of classes and “hands on” experience of the products is required.

2. Teaching Centre (TC) and Exams registrations 

3. Deliver registrations for Teaching Centre and Exams on a continuous basis and proactively cross-sell all relevant British Council services which customers may be interested in. 

4. Prepare and take responsibility for handling relevant documents to TC and Exams customers, such as invoices,Birth Certificates, information flyers and so on.
5. Ensure confidentiality and safety of documents and transactions

6. Assist in conducting placement testing and coordination of online registration for placement testing system.
7. Assist with managing waiting lists, reservations and movements of TC customers

8. Collaboration relationship management (Manage CRM system to support proactive cooperation with customers and increase conversion rates from enquiry to PT registration and from PT registration to course registration).

9. Assist with Teaching Centre activities (Respond and be responsible for delivery of Teaching Centre administrative tasks in the interest of operation, as formulated by the Teaching Centre administartion. Work in close co-operation with the TC administrative assistant and be prepared to take responsibility for the assigned TC administration tasks). 
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