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	Role Title 
	Team Coordinator

	
Function & Dept.

	Sales

	Career Growth Level
	 


	
CGP Descriptor 

	

	Team 
	Framework Connect 

	Reports to
	Matt Finch

	Role Purpose 



	The SCC Framework Connect team enables UK public sector organisations to achieve their goals through provision of innovative IT services and solutions, procuring via Framework Agreements.  We are trusted advisors to government bodies, local authorities, healthcare institutions, and education providers and form long-standing relationships with our vendor partners.

With a growing portfolio of public sector frameworks, we are expanding our partner ecosystem to benefit from selling through our Frameworks to accelerate growth and create mutual success.

We are seeking a highly motivated and organised Team Coordinator to support the team with key administrative duties, allowing the Partner Managers to focus on relationship management with vendors and delivering against their margin targets. This role is crucial to the team’s success and is the “heartbeat” of the team’s daily operations.


	
	

	Key Responsibilities 


	· Helping to growing the business in line with company aspirations for Framework Connect, both in terms revenue and margin
· Maintain up-to-date knowledge of relevant public sector frameworks, policies, and procurement processes.
· Support the Head of Framework Connect and Partner Managers with administrative tasks including but not limited to;
· Setting up new suppliers and customers in the system
· Obtaining POs from customers and sending these to be processed
· Booking in invoices from our suppliers
· Liaising with credit control and accounts payable to ensure a smooth payment process to our partners
· Dealing with customer queries
· Liaising with the Commercial team regarding the drafting of contracts and CCNs
· Running reports as required


	Person Specification 


	Mandatory
· Highly organised
· Excellent attention to detail, with high levels of accuracy at all times
· Strong interpersonal and communication skills
· Good at working in collaboration with a team
· Ability to deliver a high level of customer service
Preferred
· An understanding of the UK IT reseller industry, ideally within Public Sector
· Understands UK Public Sector frameworks and how they operate
· Experience in using CRM tools

	[bookmark: _Hlk151532249]Key 
Competencies
	
	Level 

	1.
	Digital Marketing
	

	2
	Communication
	

	3.
	Project Management 
	

	4.
	Campaign Planning
	

	5.
	Campaign Analysis and Reporting
	

	6.
	Customer Focus
	

	7.
	Relationship Building
	

	8.
	Industry Knowledge of Software and Security 
	



	Management 
Competencies
	
	Level

	1.
	Leading, Developing and Managing People 
	

	2
	Problem Solving and Decision Making 
	

	3.
	Influencing Others 
	

	4.
	Embracing the need for change
	

	5.
	Thinking & Acting Strategically 
	

	6.
	Planning & Analysis
	

	7.
	Performance Management
	

	8.
	Employee Experience 
	

	9.
	Resourcing
	

	10.
	Competency Assessment 
	



	Value Behaviours 

	
	Level

	1.
	Responsibility 
	

	2.
	Passion 
	

	3.
	Customer First 
	

	4.
	Agility 
	

	5.
	Family 
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