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BQ Solutions Job Description
The job description is used in the recruitment process to inform the applicants of the job profile and requirement of the scope, duties, tasks, responsibilities and working conditions related to the job with BQ Solutions. Also, used at the performance management process to evaluate the employee’s performance against the description.
	OVERVIEW

	Job Grade
	Grade TBC

	Job Title
	Sales Support

	Strategic Business Unit
	[bookmark: Check4]|X| BQ Solutions     |_| Barzan Holdings  |_| Other JVs 

	Job Specification 
	Business Development Clerical & Administrative Support

	Reports to
	Head of BD & Commercial Growth



	QUALIFICATIONS/REQUIREMENTS

	Job Specific Technical Skills
	We are seeking Sales Support Administrator’s to provide clerical and administrative support to the Business Development team. The role ensures smooth handling of documentation, reporting, and coordination tasks, enabling BD Managers and Proposal Writers to focus on client engagement and revenue generation.
Key Responsibilities:
· Prepare, format, and distribute sales documents, proposals, and reports.
· Maintain and update client databases, sales records, and pipeline trackers.
· Support BD Managers with meeting scheduling, agendas, and minutes.
· Handle routine correspondence, calls, and enquiries professionally.
· Assist with bid submissions by collating inputs and ensuring deadlines are met.
· Provide logistical and clerical support for industry events, exhibitions, and client meetings.
· Monitor and replenish BD office supplies and marketing collateral.
· Liaise with Market Research Analyst and Proposal Writer to ensure data and content are aligned.
Key Deliverables:
· Accurate and timely production of BD documents and reports.
· Well maintained client and pipeline records.
· Efficient handling of correspondence and enquiries.
· Effective clerical support for BD campaigns, bids, and events.
Skills & Competencies:
· Strong organisational and clerical skills with high attention to detail.
· Proficiency in Microsoft Office Suite and CRM systems.
· Good communication and interpersonal skills.
· Ability to manage multiple tasks and deadlines effectively.
· Reliable, adaptable, and discreet in handling sensitive business information.

	Education and Certification requirements
	High school diploma or equivalent (essential).
Further administrative or clerical certification advantageous.

	Years of experience requirements
	Prior experience in an administrative, clerical, or sales support role.

Familiarity with business development or sales environments desirable.


	WORKING CONDITIONS

	Working Environment
	Based in Doha, Qatar, within a specialist military training camp. Requires regular interaction with BD Managers, Proposal Writers, and Client Relations staff. Involves responsibility for clerical support, documentation, and coordination of BD activities.
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