m Samgro (Pty) Ltd
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wholesale nursery

Geluk Farm, R44 Stokery Road, Wellington 7655
Tel: 021 873 4377

Admin Clerk — Sales

We are looking for a motivated and organised Sales Administrator to join our growing team. The ideal
candidate will support the sales department by managing customer accounts, processing orders,
maintaining records, and ensuring excellent customer service.

Requirements:

Previous experience in sales administration or a similar role
Matric certificate or relevant qualification

Strong communication and customer service skills
Proficient in Microsoft Office (Excel, Word, Outlook)
Good organisational and time-management abilities

Ability to work under pressure and meet deadlines
Attention to detail and accuracy

Responsibilities:

Process invoices and quotations accurately

Maintain customer records and databases

Assist the sales team with daily administrative tasks

Handle customer enquiries via phone and email and order follow-ups
Prepare sales reports and documentation

Ensure filing and documentation are kept up to date

Please send your CV to: samgrohr{@samgro.co.za




