
 

Tendering & New Business Manager 
 
Reporting to: Head of Sales 
Department: Sales 
Contract Type: Permanent, Full-Time, Monday – Friday  
Advert Closing Date: 19th March 2024 
 
ABOUT US 

Established in 1979, Codex has grown to be the market leader in the provision of a wide range 
of office supplies, furniture, and print services across Ireland.  

Over the past 40+ years, our organisation has been steadily building on the core values that got 
us started - Ambition, Customer First, Innovation, Integrity and Belonging. Today, we 
employ over 85 team members around the country, with an annual turnover of over €35 million 
in 2023 and have ambitious plans to grow further. 
 
ABOUT THE ROLE 

With a multi-million-euro turnover, 1,800 active customers and a strong brand already in place, 
we are now looking for a Tendering & New Business Manager to join our Sales Team based in 
Dublin. In this role, you will be responsible for the monitoring, creation, and submission of 
tenders for each category, compiling all relevant documents and consulting with the Pricing & 
Promotions Manager and other relevant stakeholders within the business. 

This role will also hold responsibility for overseeing customer onboarding. This will be a key 
focus area, ensuring the delivery of an exceptional level of service and smooth onboarding 
process for new business accounts. 

The Tendering & New Business Manager will play a key role in strategic planning, contributing to 
the growth and development of our day-to-day office supply business and sector specific 
promotion across the country.  
 

WHAT YOU WILL DO 
 

▪ Tendering: You will co-ordinate, compile and complete tendering within Codex, ensuring 
that best in class standards are achieved. You will collaborate with both the pricing and 
promotions manager and relevant Category Managers in this, supporting all sales 
categories. 

▪ On-boarding: You will be responsible for the successful onboarding of all customers 
from first engagement right through to closing off first invoice. You will work alongside our 
sales team, marketing team and finance teams, as well as customer service to oversee a 
seamless onboarding experience. 



▪ Office Supplies Business Development: You will support and develop our offering of 
day-to-day office supplies, enhancing our existing offering whilst assisting to grow our 
market share by targeting new customers to grow the category. 

▪ Sales & Marketing Project’s: You will support the Head of Sales, Head of Marketing and 
our Pricing & Promotions Manager in the strategy and execution of sales and marketing 
initiatives. These projects will be strategic in their nature and will assist to grow our sales 
number and enhance the brand of Codex. 

 

 

WHAT YOU WILL BRING 
 
▪ Proven experience with public office and corporate tendering within a sales organisation. 
▪ A minimum of 3 years’ experience working within a sales team. 
▪ Strong attention to detail. 
▪ Strong competency level working with Microsoft Office. 
▪ Excellent verbal and written communication skills including good presentation skills. 
▪ Exceptional business acumen and customer service skills.  
▪ Ability to work well under pressure and to tight deadlines.  
▪ Work well under own initiative and excellent time management skills. 
▪ Collaborator – will have the ability to build rapport and maintain effective working 

relationships with suppliers, customers and colleagues at all levels throughout the 
organisation. 

▪ A passion for business growth, ability to actively identify and act on business opportunities 
combined with excellent commercial acumen and analytical skills. 

▪ Fluent English. 
 

WHAT WE OFFER 
 

▪ Salary DOE 
▪ 23 Days Annual Leave + Public Holidays 
▪ 3 Days of Annual Celebratory Leave  
▪ Extensive Family Friendly Policies  
▪ On Site Free Gym Access 
▪ Flexible and Hybrid Working Options 
▪ Company Pension Scheme with Life Assurance 
▪ Educational Assistance Program 
▪ Colleague Reward & Recognition Scheme 
▪ Onsite canteen with coffee, light breakfast and snacks provided. 
▪ Staff parking 
▪ Certified Great Place to Work  

To apply please submit your CV/Resume to recruitment@codexltd.com  

Due to the high volume of applications received, we regret that we are unable to respond to all 
applications. Only those suitable for this position will be contacted.  

mailto:recruitment@codexltd.com

