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Job Description – Showroom Consultant - London
	Job Title:
	Showroom Consultant 
	Reports to:
	Head of Sale - South



	Department:
	Sales 
	Location:
	London


Main Job Purpose:

To deliver a first-class customer experience for all our visitors to the showroom
To maximise sales opportunities with new and existing customers

Support External sales teams
Main Duties:

Showroom

· Assist all showroom visitors with product selection by providing expert advice and guidance.

· Monitor showroom performance by tracking the conversion of visitors into sales opportunities and purchases.

· Respond promptly to consumer web enquiries and showroom visitors, directing them to the Design Centre or their local retailer as appropriate.

· Maintain an immaculate showroom environment in accordance with all Design Centre housekeeping standards.

· Accurately record and maintain visitor information using company systems.

· Use company systems to provide customers with accurate information regarding stock availability, orders, and lead times.

· Build and maintain strong relationships with showroom partners to ensure the company remains their preferred supplier.

· Identify opportunities to cross-sell and upsell products where they align with customer requirements.

· Maintain up-to-date knowledge of all products, including new launches and discontinued ranges.

· Present a professional image at all times, reflecting company values and brand standards.

· Collaborate with Sales Management to increase showroom traffic and customer engagement.

· Proactively maintain showroom presentation and merchandising standards, subject to approval processes.

· Ensuring all sampling is present and up to date

Sales

· Ensure all customer opportunities, activities, and interactions are recorded and followed up promptly within the CRM system.

· Generate additional sales opportunities within the allocated customer base through relationship building, cross-selling, and upselling.

· Maintain accurate customer records within CRM and business systems to support effective reporting, forecasting, and customer management.

· Deliver exceptional customer service while consistently representing the company in a professional manner.

· Prepare and process quotations and sample orders accurately and within agreed timescales.

· Maintain regular communication with customers to understand their requirements and strengthen long-term relationships.

· Provide efficient and effective support to the external Sales team, working collaboratively to achieve the best outcomes for customers.

· Maintain comprehensive knowledge of all company products, including new launches, updates, and discontinued lines.

· Undertake any other reasonable duties as requested by management.
Training & Compliance
· Adhere to all company policies, procedures, and compliance requirements.

· Complete all mandatory training within the prescribed deadlines.

· Conduct all duties in a lawful, ethical, and professional manner in accordance with the employment contract and employee handbook.

· Work with the Line Manager to support ongoing professional development through performance reviews, training plans, and skills development initiatives.
Line Management/Budgetary Responsibilities

· None
Travel/Multi-location

· May be required to travel to other UK offices as necessary
Job Description – Name
Signed____________________

Dated__________

Print Name ________________

Skills required (Ted Todd Skills Matrix)

GENERAL
G5 – Communication

G6  - Attention to detail

G8 – English writing skills

G9 – Numerate

BUSINESS & MANAGEMENT

B5 – Problem solving

B7 – Personal planning and organisation 

PRODUCT

PM1 – Ted Todd collections knowledge & understanding 

PM2 – New Woodworks collections knowledge & understanding

PM3 – All Wood floor attributes knowledge and understanding 

PM4  – Antique and reclaimed floors knowledge & understanding 

PM6 – Installations products knowledge and understanding

PM7 – Floor Finishes knowledge and understanding

PM8 – Floor care products knowledge and understanding

PM9– Wood species knowledge and understanding 

PM18 – FSC / PEFC certification 

SALES
S1 – Understand full POS offer

S2 – Customer services

S4 – Proactive sales techniques 

S5 – Relationship building

S7 – Architecture and design professional language

INFORMATION TECHNOLOGY

IT1 – Phone System Administration 
IT3 – Office 365 Administration
BUSINESS SYSTEMS

BS8 – SANA

BS9 – CRM User 

COMPANY VALUES & BEHAVIOURS  

CB1 – Brand values Human 

CB2 - Brand values Industrious 
CB3 - Brand values Innovative
CB4 - Brand values Inspiring. 
