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Description automatically generated with medium confidence]JOB PROFILE	

	Job Title
	Internal Sales Representative (ISR)

	Name of Incumbent
	N/A

	Reporting Line
	Sales Manager

	Main Job Purpose
	The Internal Sales Representative (ISR) is accountable for ensuring commercially sound pricing, disciplined margin protection, accurate quoting and seamless sales-to-delivery execution. The ISR is the commercial control layer of the sales engine, not an administrative function. The role establishes and builds relationships with clients, suppliers, distributors and OEMs; negotiates commercial terms with both clients and suppliers; and prices tenders and quotations with a sound understanding of BEE points and scorecard requirements protecting Diopoint’s gross margin and supporting net profit targets This role serves as a structured progression pathway into Junior Account Manager (JAM).

	Minimum Desired Qualifications
	· Grade 12 (Matric) essential.
· A diploma or degree in Sales, Marketing, Commerce, Supply Chain Management or a related field is advantageous.

	Minimum Desired Certifications
	· No specific certification is mandatory for entry into the role.
· OEM/vendor sales, pricing or channel-partner accreditations (e.g. Microsoft, HPE, Cisco, Dell or similar channel certifications) are advantageous and will be pursued as part of ongoing development.

	Minimum Desired Experience
	· At least 2–3 years’ experience in an internal sales, commercial, pricing/quoting or procurement-support role.
· Experience gained within IT distribution, OEM or reseller/channel environments is advantageous.
· Experience negotiating with suppliers/distributors and pricing tenders (including BEE-weighted tenders) is advantageous.

	Minimum Desired Competencies
	· Strong numerical and commercial analysis capability;
· Ability to establish and build relationships with clients, suppliers, distributors and OEMs;
· Strong negotiation skills at both client and vendor/distributor level;
· Sound understanding of tender pricing principles, including BEE scorecard considerations;
· Strong Excel skills
· Vendor channel programme understanding;
· Ability to interpret technical solutions;
· Structured documentation discipline and CRM/finance-system governance mindset;
· Professional written and verbal communication skills;
· High attention to detail.
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Primary Internal Interfaces
· TAMs (deal structuring, pricing strategy, client meetings)
· JAMs (sector bundle pricing support)
· Pre-Sales / Centre of Excellence (solution validation and bill of materials alignment)
· Operations & Service Delivery Manager (delivery readiness and scope confirmation)
· Service Desk (transition support)
· Finance (pricing approvals, cost verification, invoice pack submission)
External Interfaces (Clients, Suppliers, Distributors and OEMs)
· Client procurement and business contacts, establishing and building commercial relationships and negotiating deal terms
· OEM channel managers, negotiating special pricing, rebates, deal registrations and incentives
· Distributors, negotiating cost, stock availability and commercial terms
· Vendor pricing desks, validating and negotiating quoted pricing
LIST OF DUTIES AND RESPONSIBILITIES: 

Pricing, Margin and Commercial Control
· Perform detailed pricing analysis and validate cost structures and mark-up/margin logic before quotation.
· Make structured margin recommendations aligned to company gross margin and net profit targets.
· Escalate margin exceptions with documented commercial rationale and apply the approved discount governance/approval matrix.
· Prevent margin leakage due to rushed or unverified pricing.
Client and Supplier Relationship Management
· Establish and build strong, professional relationships with clients, suppliers, distributors and OEMs to support long-term commercial partnerships.
· Act as a trusted commercial point of contact for clients and vendor partners, strengthening Diopoint’s credibility in the market.
· Accompany Technical/Junior Account Managers (TAMs/JAMs) to client meetings when required, supporting commercial positioning and relationship-building discussions.
Negotiation with Clients and Suppliers
· Negotiate with clients on pricing, commercial terms and value positioning to secure profitable, competitive deals.
· Negotiate with OEMs and distributors to secure special pricing, rebates, deal registrations and bid support that optimise cost and improve margin.
· Represent Diopoint assertively in vendor negotiations, using volume, competitive positioning and relationship leverage to negotiate improved terms.
Tender and Bid Pricing
· Price tenders and formal bids accurately, incorporating all cost, logistics and margin considerations.
· Apply knowledge of B-BBEE scorecard requirements and BEE points weighting to structure tender pricing that maximises the client’s overall tender score while protecting Diopoint’s margin.
· Work with suppliers, distributors and OEMs (including BEE-accredited partners) to structure the supply chain and pricing of a tender in a way that optimises both cost and BEE contribution.
· Ensure tender pricing submissions are complete, compliant and submitted on time, with full supporting documentation.
Quotation, Order Processing, Delivery Management and Invoicing
· Generate compliant, accurate quotations and validate solution requirements with Pre-Sales.
· Place orders with vendors, confirm availability, and monitor order confirmations and delivery timelines.
· Manage deliveries end-to-end, coordinating with vendors, distributors and logistics/couriers to track dispatch, confirm delivery dates and obtain proof of delivery.
· Follow up on supply chain delays and keep clients and internal stakeholders informed.
· Prepare complete handover documentation for Operations, the Service Delivery Manager and the Service Desk.
· Compile complete invoice packs (e.g. purchase order, supplier invoice, proof of delivery and client PO) for each processed order and submit them to the Finance department for accurate and timely billing.
Commercial Governance, Documentation and CRM Discipline
· Maintain accurate, complete records on the CRM/finance system (e.g. Xero), including quote attachments, pricing and margin approvals, to ensure a clean audit trail.
· Apply the approved discount and pricing approval matrix at all times, and escalate exceptions through the correct channel.
· Maintain structured documentation discipline to support the Sales Manager in margin governance and reporting.
Sector Pricing and Continuous Improvement
· Develop structured, repeatable pricing models and templates for new solution bundles and vertical/sector plays.
· Engage OEMs and distributors for launch incentives, deal registrations and cost efficiencies on repeatable sector deals.
· Provide commercial feedback to the Sales Manager on pricing competitiveness and vendor programme opportunities.
Key Performance Expectations
· Consistent gross margin integrity and pricing accuracy across all processed deals, with minimal rework.
· Measurable improvement in vendor/OEM/distributor pricing outcomes through effective negotiation.
· Fast, accurate quote turnaround and on-time order processing, with clean handover documentation.
· Strong, professional relationships maintained with clients, suppliers, distributors and OEMs.
· Accurate, compliant and competitively structured tender and bid pricing, including correct application of BEE points.
· Strong cross-functional coordination and increasing client engagement exposure, building readiness for progression to Junior Account Manager (JAM).
· Deliveries actively managed and tracked, with complete, accurate invoice packs submitted to Finance on time to support smooth billing.
NOTE
The above job profile identifies the key areas of responsibility of the position and is not all - encompassing description of duties and tasks. The job profile may be subject to review from time to time. The incumbent will be required to perform similar such duties and tasks in any area of ______________________  as may be designated by management from time to time. The incumbent will at all times be required to render the highest level of courtesy and service to Diopoint even where such service may fall beyond the main duties or scope of this position.



Signed-Incumbent: ______________________Signed-Line Manager: ___________________________
                               
		          Name & Surname of Incumbent			      Name & Surname of Manager

Managing Director


Sales Manager


ISR
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