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Sales Administrator 
The Sales Business Administrator is responsible for efficiently managing all aspects of DETURBO 
services, such as spare parts sales and overhauling works support as well as administration to meet 
customer’s delivery expectations. Additionally Sales Administrator should ensure that the company is 
represented professionally, ethically, with high code of conduct, to achieve the financial and 
commercial targets of the company. 

 

Tasks: 

The following responsibilities indicate some of the key elements of this role, but should not be 
considered as a complete definition, as there will be tasks requested, that are deemed to be 
reasonably expected as part of this role: 

Receive requests from customers, through various mediums, i.e. email, telephone, facsimile etc. and 
prepare spare parts quotations, using the approved price and discount lists, in a timely manner, 
meeting company’s legal and commercial requirements.  

 

Receive orders from customers, through various written mediums, i.e. email, facsimile etc. ensure that 
they meet DETURBO’s legal and commercial requirements, i.e. price, delivery, payment, terms and 
conditions etc. and the required technical information are detailed, i.e. turbocharger type, serial 
number, quantities etc. before proceeding to order/allocate spare parts and acknowledge the order 
to the customer in a timely manner.  

 

Communicate efficiently and effectively in a professional manner on all aspects of service activities, 
verbal or written, whilst protecting the company’s propriety information and intellectual property 
rights. 

 

Work with computer systems, i.e. Word, Excel and PowerPoint for the processing of all aspects of the 
order cycle (opening orders, commercial documentation, invoicing, debit/credit, time sheet and 
expense entry, customer credit worthiness etc), according to the company policies and procedures. 

 

Maintain Account Receivables (A/R) to ensure that collections are made in a timely manner, recording 
progress in electronic systems, resolve invoice and collection issues and take corrective actions, where 
necessary. 
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Check inventory in all locations, ensure efficient use of local parts, coordinate with each location to 
transfer spare parts as necessary in a timely manner and order spares from the factory/suppliers, as 
required to meet customer’s demand. 

 

Maintain a filing system to ensure that the documentation meets/exceeds our quality requirements 
and are held/archived to meet legal requirements for official paperwork. 

 

Provide administration support for the purchase of office supplies and incidentals. 

 

Internal sales with proactive support to the customers, with high level interface and close working 
relations providing professional consultancy and advice to ensure the correct purchase on the right 
business terms. 

 

Act as Company’s representative working to the company’s code of conduct, safety rules and in an 
ethical manner to expand business activities and strive to satisfy and exceed customer’s expectations. 

 

Maintain all quality aspects and discipline for job execution, through standard presentation of 
documentation, ie quotations, invoices, emails etc. within company guidelines/regulations. 

 

Maintain all aspects of commercial documentation and communication, with an understanding of 
financial and legal aspects of contracting with the customers and suppliers.  

 

Ensure that all work is in accordance with the quality and safety procedures, company regulations, 
meets our legal and commercial requirements, delivering the financial controls needed to achieve the 
company’s targets. 

 

Reviews and evaluates procedures, suggest and implement corrective actions where necessary. 

 

Special projects as required 
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Requirements: 

Basic Qualifications: 

• Bachelor’s degree in Mechanical engineering, Business administration, Finance, Marketing or 
any other relevant fields 

• Good knowledge of daily business flow- at least 1-3 years’ experience in office support, office 
management or other administrative roles 

• English - Proficiency Diploma / C2 level 

• Master’s degree will be considered as an asset 
 
 

Preferred Qualifications: 

• Product cataloguing experience 

• Working knowledge of MS Office applications Excel, Outlook, Word and PowerPoint 

• Team player with ability to work without continuous supervision 

• Computer data entry experience 

• Good knowledge of German / B2 level or above 

 

 

Additional information: 

All qualified applicants will receive similar consideration for employment regardless of race, creed, 
colour, ancestry, religion, sex, national origin, citizen status, age, sexual orientation, gender identity, 
disability, marital status or family medical leave status.  

 

 

Location: 

 
Piraeus-Perama, 
Greece 

Date posted: 

 
18 – 12 - 2018 

Contract type: 

 
Full time Job function: 

 
Administrative 

Business unit: 

 
Business Unit  
Diesel Engines 
&Turbocharging 

Publication ID: 

 
AD1912_GR 
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Applicants are invited to apply. Please send your CV and any other certifications in PDF format and in 

English language to the following email address:  career@deturbo.com. 

 

DETURBO established in Hamburg, Germany and Piraeus-Perama, Greece that offers high quality 

Diesel Engines and Turbocharger services and repairs on a worldwide scale. We are serving customers 

in utilities, industry and transport & infrastructure globally.  

 

If you have any questions, please contact the DETURBO office or visit our site www.deturbo.com  

Mail: career@deturbo.com 

 

DETURBO team. 
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