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	Job Role:
	Commercial Assistant
	Location:
	Hybrid

	Reports to:
	Customer Support Manager
	Date:
	July 2025

	Competency Level
	2
	
	

	

	There are important additional responsibilities aligned to the level of role and specific additional roles as ticked above. These compulsory responsibilities are defined within the Duties and Responsibilities Policy document number PRP001.

	Purpose of the Role

	
The Commercial Assistant supports the delivery of commercial propositions to our customers, assisting how we leverage our eProcurement and Marketplaces connections and works to maintain a high standard for the added value services our customers use.  This is a crucial role in supporting several commercial managers to deliver their priorities taking advantage of opportunities and providing our commercial teams with the support they need to delight our customers quickly and reliably. 


	Key Accountability

	
· Delivery of specific administrational duties to support the delivery of commercial growth.
· Support the sales teams to deliver customer propositions quickly and accurately to win.
· Ensure Rapids added value services are optimised, achieve a high retention and grow in breadth of use. 
· Maximise product availability and conversion on our eProcurement and marketplace channels. 
· Support customer requests for information and utilise our capabilities to secure new tender frameworks.
· Work to find ways to automate and amplify commercial decisions.


	Responsibilities

	
Creating quotations and bids supporting our sales channel
· Work on CRM opportunities, creating activities and quotations to capitalise on our customers’ requirements.
· Ensure CRM, pricing, sourcing and quoting processes are followed and shorten the window to quote with accuracy.
· Identify trends from won and lost quotations to develop central pricing strategies for sales and marketing to leverage.

Supporting Bids and Tender Documentation
· Assist in the preparation and submission of bids and tender documents.
· Ensure documentation is accurate, complete, and submitted on time.
· Coordinate with various departments to gather necessary information and approvals.
· Complete customers documentation to aid ongoing approved supplier status.

Supporting Pricing Refreshes
· Assist in updating and maintaining pricing information.
· Collaborate with the sales and finance teams to ensure pricing accuracy.
· Ensure pricing is used consistently to enhance revenues and margins.

Enhance Added Value Services
· Review and manage added value services including supply chain solutions, modifications, sourced products and pricing agreements.
· Improve initial uptake and re-occurring revenues from added value services by using CRM to identifying opportunities.
· Manage enclosure modifications to enhance customer satisfaction and commercial improvements.
· Work with the commercial management team to organize daily, weekly, monthly, and quarterly task routines.



Product Data
· Collect and analyse product data to identify trends and opportunities for improvements specifically regarding commercial opportunities.
· Work with the Product Management, Supply Chain and Inventory team to enhance product content, availability or price.
· Utilise reports to create recommendations based on data analysis.

Marketing
· Collaborate with Marketing team to automate and develop tools to drive uptake and deliver commercial activities.
· Support the delivery of marketing campaigns assisting with customer data.
· Assist with the reporting of marketing return on investment (ROI).
· Co-ordinate the sales response to marketing qualified leads (MQL’s) ensuring campaigns and follow ups are successful

Communication
· Work with the Sales, Customer Service, eCommerce, Product Management, Supplier Management and Inventory team, to problem solve to ensure a high level of customer service. 
· Maintain positive relationships with customers and teams to ensure accuracy and resolve any issues.
· Proactively develops and manages strong working relationships with all internal and external stakeholders, continually improving communication channels with all including external and internal stakeholders.  

Process Improvement
· Identify opportunities for process enhancements within the customer journey.
· Collaborate with team members to implement best practices and streamline procedures.
· Proactively embed best practices across the team by standardising processes, implementing automation and provide communication that enables performance in line with business planning and objectives. 
General
· Responsible for their own performance, and to support their team in, achieving all targets and job standards set out by the Customer Support Manager. 
· Adaptable and flexible in their approach to work.
· Work efficiently and effectively as part of a team.
· To be curious and always looking for a better way to perform a task, to improve efficiency.
· Communicative and respectful of all workers within Rapid and their working environment.
· Understand how each task within the team impacts on the overall Client / Customer Experience of Rapid and ensure that they are striving to make this the best possible experience for all concerned.
· Perform any reasonable task that is required of them by their manager.


	Role Specific Attributes

	
· Suitable qualifications with a strong desire to learn and succeed.
· Excellent organisational, prioritisation, and attention to detail.
· Effective communication and interpersonal skills.
· Ability to work independently and collaboratively within a team.
· Proactive problem-solving and results-oriented mindset.
· Curiosity to learn and deliver tasks on time with care.
· Understanding and maintenance of Customer Relationship Management (CRM) systems.
· Flexibility to adapt to changing business needs.
· Strong commercial reasoning and ability to articulate new ideas for improvement.
· Resourceful and able to work autonomously with initiative.
· Ability to remain calm under pressure and manage fluctuating workloads.
· Experience in cross-functional, multi-departmental environments.
· Proficiency in Microsoft Office Suite (Excel, Word, Copilot) and familiarity with CRM tools.





	Rapid Core Values

	Great Attitude
· Bring energy to the team every day
· Motivate and inspire others with a positive outlook
· Build meaningful relationships with colleagues and contacts
· Address problems in a positive way
· Listen carefully, reflect and think broadly, with agility
Be Successful
· Prioritise own workload and be proactive in the pursuit of goals
· Accountable for own performance delivering business goals over personal gain
· Always set expectations and dependencies and deliver to them
· Diligent approach to the detail but not losing sight of the objectives
· Maintain a work/life balance and not be easily distracted
In a Professional Way
· Always punctual with a professional approach
· Dependable due to reliability, flexibility and integrity
· Exceed both customer and colleagues’ expectations
· Proactively communicate internally to enhance the success of our common goals
· Take pride in sharing your, or Rapid's success externally
With a 'Be Better' Mindset
· A high degree of learning ability, drive and ambition to succeed
· Confident and can articulate strengths and development areas
· Listen well to constructive feedback from line manager and give feedback with good intent
· Positive attitude towards shared goals and set challenging personal objectives
· Constantly look for innovative working practices and processes
Belief in the ability for new technology to improve our environment and wellbeing


	Quality – “Our Commitment”

	Our Mission is to enhance the UK’s engineering and manufacturing capability through 3 distinct customer sectors utilising Rapid’s technical, supply chain and eCommerce capabilities. 
The key to achieving this is by operating an Integrated Quality Management System (IMS) in accordance with ISO 9001: 2015, ISO 14001 and ISO 45001 and embedding a Continuous Improvement way of working and culture. It is expected that you understand how this commitment to quality affects your day to day role and how you can help to strive for constant improvement in this area.


	By signing below, you are confirming your understanding and agreement with the contents of this document and associated documents and/or policies.

	Job Holder:
	
	Signed:
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