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	JOB DESCRIPTION

	Job title:
	Sales Development & HubSpot Executive

	Team/Department:
	Commercial (Sales & Marketing)

	Location:
	Ashford (Hybrid) 

	Hours of work:
	Monday – Friday 37.5hrs a week 

	Job title the post holder will report to:
	Marketing Manager

	Job titles reporting to the post holder:
	N/A

	Date the role profile was revised:
	October 2026

	
JOB PURPOSE

Reporting to the Marketing Manager, this hybrid role combines sales development with day-to-day ownership of HubSpot. The post holder will create qualified new-business opportunities in the UK healthcare technology market while ensuring that HubSpot is a reliable, well-governed platform for sales, marketing and customer success.
Working in a collaborative start-up environment, the role will balance proactive prospecting and lead nurture with CRM administration, data quality, AI automation, reporting and CRM user support. The post holder will help build a predictable pipeline and handover process to sales, improve commercial visibility and enable consistent customer lifecycle management.

	
KEY RESPONSIBILITIES AND ACCOUNTABILITIES

Sales development
· Manage all inbound prospect opportunities 
· Execute multi-channel outbound prospecting using telephone, email and professional networks, aligned to agreed campaigns and account priorities, in collaboration with your Marketing colleagues
· Conduct prospect discovery calls to qualify interest, business need, stakeholder fit, procurement route, timescales and current solutions; secure well-prepared demonstrations or follow-up meetings for the sales team.
· Nurture early-stage prospects through timely, relevant follow-up and maintain clear next actions until conversion, disqualification or return to nurture.
· Research and prioritise target organisations and decision-makers across NHS, independent healthcare and relevant partner markets.
· Support events, webinars, campaigns and product demonstrations, ensuring prompt follow-up and accurate attribution of resulting opportunities.
· Meet agreed activity, conversion, meeting and qualified-pipeline targets without compromising data quality or customer experience.
HubSpot management and commercial operations
· Act as the day-to-day HubSpot owner and first point of contact for sales, marketing and customer success users, escalating complex matters where required.
· Maintain lifecycle stages, pipelines, properties, views, lists, forms, templates, sequences, workflows and dashboards in line with agreed processes.
· Protect CRM data quality through standards, validation, duplicate management, imports, routine audits and clear ownership of records.
· Build and maintain practical automation that improves speed and consistency while retaining appropriate human review and avoiding unnecessary complexity.
· Produce and improve reporting on funnel health, source performance, activity, conversion, pipeline, forecasting inputs and customer lifecycle indicators.
· Document CRM processes, deliver user guidance and short training sessions, monitor adoption and recommend continuous improvements.
· Manage user access and permissions in accordance with role requirements, information governance, UK GDPR and company policy; coordinate integrations and supplier support with internal technical owners.
Cross-functional contribution
· Partner with Sales, Marketing, Customer Success, Product and Finance to maintain clear handovers and a shared view of prospects and customers.
· Bring market feedback, objections and competitor insight into campaign, proposition and product discussions.
· Review performance regularly, test improvements and focus effort on work that supports sustainable growth and retention.

	
KEY PERFORMANCE INDICATORS

Performance measures will be agreed through objective setting and reviewed regularly. They will include the volume and quality of qualified opportunities created; conversion from enquiry or prospect to qualified opportunity; meetings or demonstrations secured; qualified pipeline generated; timeliness and quality of prospect follow-up; completeness, accuracy and duplicate rates within HubSpot; adoption of agreed CRM processes; reliability and usefulness of dashboards and reporting; and delivery of agreed automation and process improvements. Specific targets will reflect business priorities, market conditions and the post holder’s experience.
COMMUNICATION AND KEY WORKING RELATIONSHIPS

The post holder will communicate confidently and professionally with prospective customers, existing customers, partners and colleagues. Key internal relationships include Sales, Marketing, Customer Success, Product, Finance and technical or information governance colleagues. The role requires clear CRM notes, disciplined handovers, constructive challenge, responsive user support and the ability to translate commercial needs into simple, scalable HubSpot processes.

	
ENVIRONMENT

CLEO Systems operates in the UK healthcare technology market and supports approximately 130 customer organisations. As a growing business of around 60 colleagues, it combines the pace and breadth of a start-up environment with the responsibilities that come from serving healthcare providers and handling commercially and operationally important information.
The role suits someone who is comfortable switching between customer-facing activity and detailed operational work, can create structure without unnecessary bureaucracy, and understands the importance of accuracy, confidentiality, service continuity and trusted relationships in healthcare technology.

	
HEALTH AND SAFETY

The post holder will be required to comply with the duties placed on employees of CLEO Systems as set out in the Health and Safety at Work Policy and related procedures.  The post holder has a legal obligation to make positive efforts to maintain their own personal safety and that of others by taking reasonable care, carrying out requirements of the law and following recognised codes of practice.

All Colleagues
You have a duty to take care of your own health and safety and that of others who may be affected by your actions at work. You must cooperate with managers and other colleagues to help everyone meet their legal requirements under health and safety law, and not to interfere with or misuse anything that's been provided for your health, safety, or welfare.
Managers
You must ensure you know and understand your responsibilities as defined in our health & safety policies and associated guidance documents. You must identify and assess any risks to people, property, or the environment and ensure all colleagues you have responsibility for, are aware of all our health and safety policies, understand issues arising from risk assessments, site inspections etc. and deal with any associated concerns. You must ensure that all accidents or incidents involving colleagues within your responsibility, are properly reported, and investigated and that regular inspections are undertaken and recorded to eliminate potential hazards and minimise risks. 
Directors
You must ensure that all colleagues and teams within your region and/or department(s), effectively manage health and safety in line with all our health & safety policies and guidance documents.

	
EQUALITY AND DIVERSITY

CLEO Systems and IC24 have a Diversity and Inclusion Policy to ensure that no job applicant or employee is discriminated against either directly or indirectly on the grounds of disability, marital status, sex, race, colour, nationality, ethnic or national origin, sexual orientation, age, religion or political opinion, whilst attracting talented recruits and retaining experienced employees.

We are committed to promoting equal opportunities and diversity and will keep under review its policies, procedures and practices to ensure that, in addition, all users of its services are treated according to their needs.  


	
INFORMATION GOVERNANCE 

Information is vitally important for the safe clinical management of patient care and the efficient administration of services and resources, including our workforce.  Information Governance is a framework to enable CLEO Systems and IC24 to handle personal and corporate information appropriately.

It is the responsibility of our entire workforce, regardless of employment status, to ensure they abide by the requirements of Information Governance as set out in the Data Security & Protection Policy.


	
SAFEGUARDING CHILDREN AND VULNERABLE ADULTS
 
We are committed to safeguarding and promoting the welfare of children, young people and vulnerable adults. All colleagues and volunteers are therefore expected to behave in such a way that supports this commitment. You will be responsible for safeguarding the interests of children and adults who you come into contact during your work. To fulfil these duties, you will be required to attend training and development to recognise the signs and symptoms of abuse or individuals at risk, to follow local and national policy relating to safeguarding practice and to report and act on concerns you may have appropriately.


	
DISCLOSURE AND BARRING SERVICE CHECKS
 
CLEO Systems and IC24 will require a DBS check for appropriate roles which is a mandatory requirement and a condition of the employment offer.

All posts are assessed on their eligibility for the post holder to be required to undertake a DBS check.  For posts that have been assessed as exempt from the provisions of the Rehabilitation of Offenders Act 1974, CLEO Systems and IC24 will require the post holder to undertake an enhanced DBS check with barred list checks.  For posts that have been assessed as being in a position of trust, CLEO Systems and IC24 will require the post holder to undertake a basic DBS check.  

This post has been assessed as requiring a basic DBS check. 




	
REHABILITATION OF OFFENDERS ACT 1974

Some posts have been assessed as being exempt from the provisions of the Rehabilitation of Offenders Act 1974 and in these cases CLEO Systems and IC24 will require the post holder to disclose all convictions, whether spent or unspent. 

This post has been assessed as being exempt from the provisions of the Rehabilitation of Offenders Act 1974.  CLEO Systems and IC24 therefore require the post holder to disclose all convictions, whether spent or unspent. 



	
PERFORMANCE AND DEVELOPMENT REVIEW

This job description will be used as a basis for conducting an individual Performance and Development Review between the post holder and the manager.


	
VARIATIONS

This job description describes the main purpose and key responsibilities and accountabilities of the post.  The post holder may be required to undertake any additional duties or responsibilities as may reasonably be required.

This job description is a guide to the nature and main duties of the post as they currently exist, but it is not intended as a wholly comprehensive or permanent schedule and it is not part of the contract of employment.

To reflect changing needs and priorities, some elements of this post may be subject to change and where required, any appropriate communication or consultation with the post holder will be undertaken prior to making any changes. 
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PERSON SPECIFICATION

	Requirements
	Essential
	Desirable
	How identified

	Qualifications
	· Relevant commercial, marketing, CRM or business systems experience at an equivalent level.
	· HubSpot certification in Sales Hub, Marketing Hub, reporting or administration.
	Application / certificates

	Experience & Training
	· Hands-on experience of B2B prospecting, qualification and lead nurture.
· Mandatory: Practical, hands-on HubSpot administration experience, including pipelines, properties, lists, workflows, sequences and dashboards.
· Experience maintaining CRM data quality, importing data and resolving duplicates or process issues.
· Ability to interpret funnel data and communicate clear commercial insights.
· Experience working across sales, marketing and customer-facing teams in a fast-changing environment.
	· Experience in UK healthcare, health technology, SaaS or another regulated B2B market.
· Understanding of NHS structures, procurement cycles and stakeholder groups.
· Experience supporting HubSpot integrations, permission models or migration projects.
· Experience presenting software demonstrations or supporting events and webinars.
	Application / interview / task

	General
	· Confident, credible telephone and written communication skills.
· Target-focused, resilient and comfortable initiating conversations with senior stakeholders.
· Highly organised, accurate and able to balance prospecting with planned CRM administration.
· Process-minded and curious, with the judgement to simplify and improve ways of working.
· Able to work independently, collaborate across a small business and manage competing priorities.
· Commercially aware and committed to a high-quality prospect and customer experience.
· Sound understanding of data protection, confidentiality and responsible use of customer and prospect data.
· Competent with Microsoft 365 and able to learn new systems quickly.
	· Full UK driving licence and access to transport for occasional meetings, conferences and exhibitions.
· Awareness of customer success, renewals and expansion processes within a recurring-revenue business.
	Application / interview
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