
	

 
Client Development Executive with strong telephone manner and rapport building skills 

Notion, the UK’s leading coaching culture company, works out of its funky offices in the 
centre of Leamington Spa, and is gearing up for another astonishing level of growth.  To 
support this, we need to bring in a talented and confident Client Development Executive to 
work as a part of the wider business development team to help us develop new opportunities 
from the motivated inbound enquiries that we receive as well as from maintaining contact 
with prospective customers within our CRM system. 
 
The role would suit someone who enjoys speaking to people on the telephone and who can 
cultivate warm conversations in order to qualify a prospect’s needs. You’ll also need to be 
able to ‘put yourself in the picture’ as you’re speaking, so that you can steer the direction of 
the conversation, build the relationship and add value to the prospect as you also define the 
next steps to progress the conversation towards eventually winning business. Strong rapport 
building skills are a must for this role and you will need to be articulate with a great 
conversational style.  
 
As a growing Head Office team, we achieve a very high output; we move quickly (never a 
dull moment!), and we maintain a cheery attitude.  We work hard as a team and gain 
satisfaction from the outstanding feedback that we get from all of our clients.  
 
If you are tech savvy you will enjoy working with us, as we use a variety of online services 
and apps to enable us to collaborate and serve our clients.  We’re a wholly Mac-based 
environment, and we make extensive use of Google Apps (now Suite), an online CRM 
platform and an online project and task management system for ensuring that we can assign 
and track all of our tasks (and make sure nothing slips between the cracks).  
 
As the Client Development Executive, you’ll work closely with the Client Development 
Manager to qualify prospects and generate ideas for continuing to warm the leads. 
You will be expected to generate new opportunities from inbound enquiries as well as to 
contribute to other development activities in a proactive way (rather than waiting to be 
asked).   You shouldn’t be shy about finding new ways to make sure that we capitalise on 
every opportunity to develop our business; being able to work under some pressure would 
be an advantage (we did say never a dull moment)! 
   
The team you’ll be joining will continue to grow over the next 2 years, so for a talented 
individual with a passion to learn quickly and who wants to deliver us a service at their 
highest level, the opportunities are strong, and there will be an opportunity to help develop 
and shape the team around you as we grow. 
 
What we can offer in return for all of this is a competitive rate of pay, a huge amount of 
personal development in a dynamic environment, and the chance to expand the role as the 
business grows further (we’re growing fast so there’s a lot of opportunity to contribute to our 
growth). 
 
 
 
 
 
 
 



	

Role Details: 
 
The following is a list of the types of tasks and expected output from the role. Some of the 
tasks will need to be completed by yourself and others will require you to engage with other 
members of Notion directly – no room for faint hearts here; stakeholder management will be 
key to seeing that your work ‘runs on rails’. 
 

Inbound  
• Responsible for qualifying all telephone and email sales enquires to identify genuine 

sales opportunities and then briefing relevant team member to progress where 
necessary 

• Managing the Business Growth Coaching sales process from initial enquiry through 
to booking of first session.  

• Ensuring all opportunities are added to the CRM and managing leads through the 
pipeline milestones 

• Determining follow-up actions to help cultivate a warm relationship with leads and 
plan follow-up campaign 

• Using collateral at your disposal to provide value added email content to potential 
prospects to help them along the sales processes. 

• Engage with other team members as appropriate to progress leads 
 

Outbound  
• Work through current CRM contacts and call to ‘keep in touch’ and progress 

interesting prospects 
• Proactively follow-up all leads generated from marketing campaigns / webinars or 

other activities, ideally by phone wherever possible 
• Keep up-to-date all of the tasks in the CRM, and record/assign new tasks to be 

completed 
• Liaise with the Digital Communications Executive to research and recommend new 

list acquisitions for generating outbound telephone leads 
 

Research & Admin Support  
• Be the CRM champion ensuring all activity is captured in the CRM and tasks and 

opportunities are up to date.  

• Support the conversion team by demonstrating outstanding attention to detail and 
accurate time management and encouraging the team to the same standard.  

• Administration and Research support for Client Development and Client Account 
Managers. For example - company and prospect research and news updates. 

 

Business Development Events Support  
• Reporting to the EA, supporting them with the management of various Business 

Development events we attend across the year including 
• Researching delegates, organising travel and accommodation, organising 

giveaways, ordering materials, packing for the event etc 
• Preparing and sending the invitations for our Learning Lunches, liaising with the 

venue with regards to menu’s and dietary requirements etc.  



	

Key requirements: 
 

• A real passion for achieving high standards 
• Experience outbound sales calling with evidence of success 
• Motivated and ambitious individual looking to step up and take responsibility  
• A sunny and positive ‘can do’ attitude to life, the universe and everything 
• Friendly, professional, quick and confident in speaking with members of the Notion 

team at all levels 
• Strong with Google Apps (ideally) in a Mac environment 
• Personal resilience and patience 
• Proactive and self-motivated; ability to multi-task and a self-sufficient approach to 

problem solving with no fear of asking for help when needed 
• You should have the picture by now J 

 
Other information: 
 
Candidates open to freelance / self-employed or contract status preferred, although this 
should not prohibit application. For the right candidate there will be additional opportunities 
over time for bonuses based on company performance. 
 
The company is currently situated in central Leamington Spa.   
 
We offer competitive rates, negotiable, dependent on experience. We anticipate the role 
being full-time albeit with appropriate flexibility where team pressures allow. 
 
 
To apply: 
 
Full details of the application process are available on a special webpage: 
 
http://www.businesscoaching.co.uk/vacancies-client-development-executive  
 

1. Please fill in the online application form, accessible from the webpage 
2. Then email your video (and CV) to: 

 
vacancies@businesscoaching.co.uk 	
 
Typos and spelling errors will diminish your credibility. 
 
Call 01926 889885 if you have any questions. 
 
Thank you and we hope you’d like to come and join us. 
 
 
 
 
 


