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Senior Sales Administrator
Location: Woking area (office-based)
Salary: £30,000–£35,000 per year
Job Type: Full-time, Permanent, Office-Based

We’re partnering with a growing technology-led business to find a highly organised, proactive Senior Sales Administrator to support a busy and ambitious sales function. This is a great opportunity for an experienced sales support professional who enjoys being at the centre of operations, adding value, and helping a business perform at its best.
In this role, you’ll play a key part in keeping sales processes running smoothly, acting as a trusted point of contact for both internal stakeholders and customers. You’ll bring structure, accuracy, and insight to the sales operation while delivering a consistently high standard of service.

What You’ll Be Doing
· Providing high-level administrative support to the sales team, including order processing and sales documentation
· Managing customer records and ensuring CRM data is accurate and up to date
· Handling customer enquiries professionally and resolving issues efficiently
· Coordinating orders, tracking deliveries, and supporting smooth fulfilment
· Preparing and analysing sales reports to support decision-making
· Maintaining accurate records of sales activity and performance
· Working closely with other departments to ensure seamless day-to-day operations

What We’re Looking For
· Proven experience in a senior sales administration or sales support role
· Background in a technology or IT-related environment is highly desirable
· Strong experience using CRM systems and sales order processing tools
· Advanced Microsoft Office skills, particularly Excel
· Excellent organisational skills with the ability to juggle multiple priorities
· Strong written and verbal communication skills
· High attention to detail and a structured, methodical approach

Personal Qualities That Will Help You Succeed
· Proactive, results-driven mindset
· Customer-focused with a professional, positive attitude
· Strong analytical and problem-solving abilities
· Comfortable working under pressure and meeting deadlines

What’s On Offer
· Competitive salary of £30,000–£35,000
· Office-based role with free on-site parking – a car is essential due to the location
· Company events and a supportive team environment
· Opportunity to be a key contributor in a growing business


Thank you for taking the time to apply to OPR Resourcing Specialists. If your application is successful you will be contacted within 7 days. We apologise but due to the high volume of applications we receive we are unable to provide feedback on individual CV's.

Regrettably, we are unable to offer Right to Work Sponsorship.
If you do not currently have the Right to Work in the UK or will need additional support to extend your current Right to Work status, your application cannot be considered.
Please note that by applying for the above job it will be understood that you accept our Terms of Business and Privacy Policy which can be found on our website on the page "Find A Job".
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