
JOB DESCRIPTION 2020 
Salesperson – Head Office 

 
 

 

August 2021 

VACANCY – SALESPERSON – HEAD OFFICE 

Matelec is a manufacturer and distributor of both imported and local low voltage electrical products servicing 

wholesalers and retailers in South Africa and internationally. We pride ourselves on product quality and service 

excellence.   

Matelec is looking for a salesperson to join their longstanding sales team at the Matelec Head Office in 

Pietermaritzburg.  

Please see the company’s vision, mission and values which guide the team on a daily basis. 

Vision 
To provide you with quality electrical products, supported by excellent customer service! 

Our Mission 
To provide quality electrical products; along with a benchmark customer service at a competitive valued price 

through our production, assembly, import resources as well as our competent professional team that meets 

consumer expectations and reacts quickly and effectively to market trends. 

Our Values 
Achievement We achieve by staying focused and accountable 
Enjoyment We all choose to work here 
Honesty Our honesty is the backbone of our business 
Service  Our attitude is the essence of our service 
Leadership We lead by example 
 

Key Salesperson Responsibilities  

- Meet customer needs and sell product in line with sales and gross profit targets 

- Maintain and grow good relationships with existing customers, obtaining and converting orders. 

- Develop relationships with new customers.  

- Plan and organise a daily schedule to call existing and potential sales outlets.  

- Put together quotations for customers 

- Put through Sales Orders ensuring correct items and price are on the order.  

- Communicate timeously with customers regarding stock availability and order deliveries.  

- Maintain and update pricelist for your customers 

- Provide technical and functional information to customers on products   

- Resolve customer complaints by investigating problems, liaising with Finance and developing solutions.  

- Elevate stock problems and complaints to management  

- Monitor competition and provide marketplace information on pricing, products and general developments 

to management and sales team.   

- Participate actively in discussions and make recommendations regarding strategy, solutions, feedback, new 

products and general improvements.  

- Contribute to great team morale and cover for other salespeople should they be on leave or out of the 

office.  
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Work Hours 
Work hours are as follows:  

- 8am – 4.30pm Monday to Thursday;  

- 8am – 4pm on Friday; 

- Daily 30-minute lunch break 

Fixed monthly salary to be discussed. All leave days are as per the BCEA. Bonuses are at the sole discretion of the 

Directors.  

 

Salesperson Qualification and Skills 
- Computer literacy is a necessity  

- Excellent telephonic and verbal communication skills 

- Excellent written communication skills 

- Proficiency in a second South African language would be an advantage 

- Proficiency with Microsoft Word, Excel and Outlook 

- Experience with Sage Evolution would be an advantage 

- Exceptional organisation and ability to follow up with customers  

- Desire to work as part of a team 

- Self-confidence 

- Negotiation skills 

- Product knowledge and desire to learn 

- 3 – 5 years of sales experience in the electrical industry 

- Valid drivers’ licence  

 

How to Apply 

Kindly send a 2-page CV to employment@matelec.co.za before the close of business on 20 August 2021.  Please 

ensure that you include the following:  

- Photograph of yourself 
- Relevant references (no family members please) 

Should you not be contacted for an interview, please consider your application to have been unsuccessful.  

mailto:employment@matelec.co.za

