
   

Page 1 of 2    Last printed 4/5/2019 9:53:00 AM 

 
RECRUITMENT 

 

REFERENCE NUMBER: SAADCL1018 

JOB TITLE: Sales Administration Clerk (Six Month Fixed Term Contract) 

LOCATION:  Denham, Middlesex 

 

Martin-Baker is the world's leading manufacturer of ejection seats and related equipment. 

It is the only company that can offer a fully integrated escape system that satisfies the very latest in pilot 
operational capability and safety standards. Martin-Baker offers a complete 'end-to-end service’, from 
helping the customer to establish operational safety and escape requirements, including design, 
development and qualification, to on-going support throughout the entire service life of the aircraft. 

 
DEPARTMENT NAME:  Commercial 

JOB DESCRIPTION  

 
A vacancy has arisen for a Sales Administration Clerk in the Commercial department at Denham on a six 
month fixed term contract basis. This role holder will be responsible the processing of request for 
quotations and purchase orders from numerous customers around the world.  The department is also 
responsible for maintaining the Sales department filing system in an orderly and efficient manner as well as 
general administration duties. 
 
AREAS OF RESPONSIBILITY: 

- Processing request for quotations and customer purchase orders. 
- Customer liaison in response to enquiries relating to quotations and orders. 
- Liaising with internal departments to obtain information for customers as required. 
- Faxing / posting quotations 
- Maintenance of the Sales administration filing system. 
- Assisting the Sales Administration Supervisor and Sales Administration Manager as required. 
- Liaising with internal departments to make sure that information held in SAP is current and correct. 
- Creation and maintenance of Sales master data within the SAP system. 

 
EDUCATION & QUALIFICATIONS: 
 

- GSCE including English and Maths (A-C) 
- A Level or equivalent in a Business related subject 

 
PERSON SPECIFICATION: 
 

- Strong team working 
- Strong attention to detail 
- Good communications skills both written and verbally. 
- Methodical approach to work and good organizational skills 
- Must be able to work under pressure and meet deadlines. 
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KNOWLEDGE & EXPERIENCE 
 
The ideal applicant will have: 

- Previous experience in a data input / customer service environment. 
- Familiarization with SAP system is beneficial though not essential as training will be provided. 

 
For all successful candidates, Martin-Baker will undertake background security checks. As part 
of this, we will need to confirm your identity, employment history and address history to cover 
the past five years as well as your nationality, immigration status and criminal record. For 
positions that require Security Clearance, the successful candidate must hold or be willing to 
obtain security clearance up to the relevant level for the role. 
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