
 

 
Restore Harrow Green 

Job Description – Head of Relocation Services, Scotland  
 

Job Title:   Head of Relocation Services, Scotland 

Department: Business Relocation 

Responsible to: Director, UK Regions 

Responsible for: Sales staff, operations management, administrators, operations teams 

Liaison with: Other heads of relocation services, account managers, business development 

managers, telesales personnel, human resources department, finance department, 

IT personnel, Relocom, Restore Divisions 

Main Purpose of Job: 

To generate profitable sales by development of new and existing clients within territory, commensurate with the 

provision of a high quality of service to all customers. To generate additional opportunities and sales for Harrow 

Green divisions. To assist Business Relocation Division, and particularly Scottish region in achieving budgeted 

profit targets all in accordance with agreed standards of performance and presentation. 

Main Tasks and Responsibilities of Job: 

 The development and implementation of an agreed, detailed business plan. 

 Maintain a business plan which gives clear direction to the business in pursuit of agreed key business 

objectives (e.g. sales growth, increased market share). 

 Manage the department to ensure that the business plan is delivered. 

 Ensure that the departmental structures are capable of delivering the business plan and modify them to 

optimise divisional performance. 

 To actively develop sales and the client base in the area to meet key targets 

 Provide a framework of leadership and direction that defines an appropriate divisional ethos in line with that 

of RHG and, by inspiring staff, maximises the potential of the business. 

 Maintain a budget and financial control framework that is stretching in terms of growth and profits and 

manage the budget’s delivery. 

 Ensure that regulations and legislation are complied with, that disputes are dealt with quickly and properly, 

that sound business practices are followed and thus the Company’s image and value is maintained and 

enhanced. 

 To actively canvass ‘up’ and ‘down’ the relocation chain. 

 To carry out sales opportunities at agreed times with customers, accurately quantify move both in terms of 

consignment volume and timescale, noting specific client requirements. 

 To participate in promotional activities. 



 

 To be actively involved in local business community, promote RHG/Restore services at every possible 

opportunity. 

 Use every opportunity to increase business with existing clients, with particular emphasis on cross selling 

other Divisions. In this respect, be the catalyst for communication of opportunity. 

 Discuss publicity and advertising / marketing with line manager, in relation to your geographic area. 

 To carry out post move client de-briefs. Compile report and forward to line manager. 

 Monitor the performance of operational staff, minimise unnecessary expenditure, whilst maintaining client 

satisfaction. 

 Ensure procedures exist to develop a continual process of improvement. 

 To submit all monthly/quarterly/annual information required in order to produce management accounts and 

all other financial and forecasting reports by the specified deadlines 

 Ensure uninvoiced revenue and debt targets are met 

 

Achieve gross and net contribution budgets and targets 

 Review departmental performance and costs monthly against budget and take the necessary decisions to 

achieve and exceed the projected budgeted performance. 

 Through regular liaison with the operations department and with the cooperation of the branch team, 

ensure every assistance is given to minimise unnecessary expenditure. 

 Consult with and guide decision-makers in the team to be aware of the implications of their actions on the 

overall profitability of the Division. 

Administrative Duties 

 To ensure consistent and effective use of the company’s business operating systems, Moveware and 

Maximizer, in accordance with published guidelines. 

 To accurately cost and price all quotations and proposals. 

 To ensure prompt and accurate preparation of sales proposals, making use of all available proposal 

documentation, to include personalised proposal sections and sales letter, together with appropriate sales 

literature. 

 To produce accurate Resource and Activity Schedules, covering both resources and crates. 

 To maintain an effective and efficient follow up system, ensuring all proposals / quotations are followed up 

in a timely manner. Follow ups to continue until client decision is made. 

 To ensure effective sales diary and territory planning takes place maximising personal effectiveness and 

minimising down time. 

 To maintain contact with and a profile of major competitors monitoring pricing policy and performance. 

 To arrange and attend pre-move planning meetings with clients. Ensure all relevant information is collated 



 

and actioned as appropriate. 

 To maintain links with commercial estate agents and valuers / surveyors, promoting our services and 

passing on sales literature. 

 To arrange and chair internal pre-move planning meetings with operations and job foreman, where 

appropriate. 

 To take a key role in assisting to resolve identified client difficulties. 

 To undertake site Project Management duties as and when required. 

 Ensure a high level of client satisfaction is maintained and that our service meets client expectations. 

 Review individual and geographic sales performance with line manager. Be involved in recommending 

initiatives to maintain and improve securing rates. 

 To check and authorise external supplier invoices, in relation to completed projects. 

 Continually review customer services administration procedures for effectiveness and optimum efficiency. 

 Identify and resolve invoice disputes in a timely fashion. 

 Timely submission through self and subordinates of invoicing to maximise billing opportunity, together with 

managing WIP and aged debt. 

 

Company Management  

 As a member of the management team, take collective responsibility with other managers, for the overall 

performance of the Scottish region and the wider Business Relocation Division, as defined by the director. 

 Continually review internal and external administration procedures for improved efficiency. 

 Investigate ways to ensure special treatment is given throughout the organisation to major accounts. 

 Promote good communications at all levels within the division and be a catalyst for proactive improvement 

within the team as a whole. 

 Work closely on a day to day basis with other managers to ensure efficient communications between 

departments. 

 Participate in the diarised review meeting with the director and be responsible for follow up actions as 

agreed. 

 Review and recommend salary adjustments based on merit as appropriate. 

Training and Development 

 Appraise all subordinates in a timely and effective fashion, highlighting training and development needs 
and setting SMART objectives. 

 Be responsible for the preparation and maintenance of the department training matrix and for the ongoing 
training of all staff under your control. 

 Review training needs through a minimum of one appraisal meeting with each members of the team per 
annum and quarterly department meetings. 



 

 Create new training programmes as the need arises. 

 With your colleagues, encourage ‘job before’ and ‘job after’ training and development. 

 Prepare and review in the light of experience, subordinates job descriptions. 

Recruitment and Discipline 

 Instruct HR in the criteria for replacement / recruitment of staff as appropriate. 

 Be responsible for the final recruitment decision. 

 Take responsibility for the discipline of staff under your control up to and including final written warnings. 

Limits of Authority 

 See attached sheet.   

Standards: 

 Ensure that all members of the team dress and act to an appropriate standard to give visitors and clients 
the correct impression of a quality organisation. 

 Ensure that Company property is maintained at the highest level and faults and defects are promptly 
reported. 

Health and Safety: 

 Ensure you always give clients and visitors the correct impression of a quality organisation.  To further 
this aim, it is essential that company property under your control is maintained at the highest level. You 
need to be aware of your obligations under the Health and Safety at Work Act of 1974 and report any 
faults or defects promptly to your health and safety representative. 

 The company encourages a clean desk and tidy office policy in conjunction with the above statement. 

General: 

 The above is not an exhaustive list of your duties and you will be expected to perform different tasks as 
become necessary towards achieving the overall business objectives of the organisation. 

 You need to be aware that the Company has a total ‘no smoking’ policy. 

Hours of Work: 

Variable and as required to carry out the duties of the position.  On occasions could extend to weekends and 
bank holidays.  Minimum 40 hours per week. 

 
Job Holder: …………………………………………….. Date: ……………………………….……… 
 

Manager: ……………………………………….……… Date: ……………………….…………….. 


