STEPHEN AUSTIN JOB DESCRIPTION

	Position:  Estimator
	Department:  Commercial

	Reporting to:  Commercial Manager
	Responsible for: N/A



	The Company

Stephen Austin is a well-established confidential and commercial printing company based in Hertford and part of a privately owned printing and newspaper publishing group.  The Company employs approximately 125 staff, of which 35 are office-based.  The Company handles a broad range of print and related products and services, from large-scale confidential and commercial print and fulfilment contracts to general printing and mailing services.

For further information, please visit www.stephenaustin.co.uk


	Job Purpose/Overall Responsibility:

The primary objective of the Estimator role will be to deliver exceptional service through:

( Supporting the commercial business stream in respect of estimating, pricing through to delivery of end products in line with client’s specific brief

( Provision of cover for colleagues as required

( Developing an understanding of external relationships at all levels, clients businesses, suppliers and outworkers

( Supporting the business stream in building strong relationships with clients, suppliers and outworkers

( Supporting the business mechanisms to respond positively to external client and potential client requests and requirements

( Representing the clients interests in its dealings with SAS


	Areas of Responsibilities

Estimating

         ( Production and costing of estimates, tenders and price matrices 

         ( Ensuring that all estimates are produced in a timely, accurate and consistent manner.

         ( Identifying and advising where improvements could be made to the estimating process.

         ( Making sure all make and buy decisions are assessed with regard to cost and company    

            practice.

         ( Filing prepared estimates and arranging samples when necessary.

Client contact

Contact for some client accounts
( To provide holiday cover for colleagues as necessary

( Attend client meetings as and when required

( Manage day to day business of some client accounts, managing processes from enquiry,                  estimating through to production and despatch
( Ensure all information costing, sales and production details are verified and accurate upon     completion of jobs to facilitate accurate invoicing 

( Represent SAS to external clients and suppliers 

( Deal with any non-compliances/client complaints in line with company procedures
( Develop client reports in line with client and company requirements 
Invoicing

         ( Ensuring all jobs estimated are costed and invoiced accurately.

         ( Ensuring invoices are produced in a timely fashion

Data entry/analysis

( Ensure all relevant client information is up to date on the MIS system for own accounts
( Ensure all relevant estimate and job details are input accurately and in a timely manner within ( Prism in relation to work undertaken
( Report on estimates won and lost, maintaining success rates and analysis on estimates by type, time, returns, margins and customer.
Buying

         ( Making sure when purchasing print, paper and related products that best value is achieved

         at all times.

         ( Making sure that products and services purchased for estimates are available when required

         ( Maintaining an up to date list of suppliers and sourcing and recommending new suppliers  

            where appropriate.

         ( Checking and then approving supplier invoices in a timely fashion




This is a broad overview of the role and does not encompass all aspects of the position.
	Skills
	Description
	Essential
	Desirable

	Skills/Abilities


	Technical

Literate

Numerate

Time management/ Priority management

Computer skills

Knowledge of MIS

Communication skills

Negotiation skills

Working with others
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	Qualification/Training


	Maths – GCSE or equivalent

English – GCSE or equivalent

NVQ in Print Management

NVQ in Customer relations
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	Relevant Experience

	Print background

Estimating background

Work experience in a large company

Experience of Tenders

Preparing reports
Invoicing

Purchasing

Account Management
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	Knowledge


	Printing and associated processes

Litho printing

Digital printing

Paper and paper buying

Ms Excel

Ms Word

MIS systems

Prism MIS

Print Finishing
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	Attributes


	Team Player

Conscientious

Accurate

Hard working

Flexible

Able to work unsupervised

Problem solving
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