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College Division Advisor    

Ellisons is the UK’s number one beauty therapy and hairdressing supplier to the 
professional industry.  

Working in our College department, you will be required to offer an exceptional pro-active 
service to the colleges whilst developing and maintaining excellent working relationships.  

The key purpose of the role is to carry out administrative duties to support the department 
and the Field Sales team. 

Applicants should be enthusiastic, confident, communicative and well organised. This is a 
great opportunity to work in a dynamic customer focused company. 

The successful candidate will 

◼ Promptly and courteously answer all incoming calls 

◼ Input customer orders/quotes onto the computer 

system in line with customer requirements 

◼ Work closely with the College Field Sales team to 

increase sales and to achieve targets  

◼ Produce order forms for student kits and set up 

product codes and assemblies 

 

Qualifications and experience 

◼ GCSE Grade C English and Maths, or 

equivalent  

◼ NVQ Level 2 Business Administration, or 

equivalent, is preferred but not essential   

◼ Telesales experience of inbound and 

outbound calls 

◼ Proven administrative background  

◼ Knowledge of the hair and beauty industry 

is preferred, but not essential 

Employee Benefits  

In return, the impressive benefits we offer are a competitive salary, company pension scheme, generous 

employee discounts, 35 days holiday entitlement including bank holidays, professional support and relevant 

training.  

Hours of work  

The hours of work are 39 hours per week, Monday – Thursday 8.30am – 5.00pm Friday 8.30am – 4.00pm. 

Application details 

All applicants are to submit their CV to recruitment@ellisons.co.uk. Please also include a covering letter 

stating your salary expectations. 

Please note, we reserve the right to close or extend this position depending on application numbers. 

Therefore, we would urge candidates to submit an application as early as possible.  

Closing date: Friday 10 June 2022 

mailto:recruitment@ellisons.co.uk

