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JOB DESCRIPTION
JOB TITLE:

SALES REPRESENTATIVE

JOB SUMMARY:
This position is responsible for interacting with prospective customers to assess their needs, present available company products and services that will meet those needs and convert a high percentage of those presentations into sales that create “delighted customers” and profitable sales for the company.

RESPONSIBLE TO:
Sales Manager
DUTIES AND RESPONSIBILITYIES:

1.
Set monthly and yearly sale goals, including strategies that will be implemented to achieve those goals, and work diligently to attain these goals.

2.
Vigorously and diligently work company’s products and services resulting in consistently profitable jobs and satisfied customers.

3.
Self generate leads through referrals, networking or other viable means whenever possible.

4.
Work assigned showroom hours.

5.
Comply in a timely manner with company requirements for daily sales activity 
reports, lead reports, sales forecasts, etc.

6.
Keep up to dated on product and pricing changes and maintain neat, well organized sales presentation materials and samples.
7.
Communicate with the installation department and company management as needed to ensure smooth operations and customer satisfaction.

8
Follow through on all jobs throughout the entire production process- assisting customers when necessary.

9.
Initiate change orders when necessary and follow through on all changed 
orders.

10
Turn in clear, legible and accurate drawings, agreements and addendums, as well as photographs and pricing in a timely manner to support contract pricing.
11.
Enroll as many customers as possible in “Cooperative Marketing Program” and follow up with customers after the sale.

12.
Constantly work to refine and improve selling skills and consistently meet or exceed se sales goals.

13.
Be courteous, neat, clean and in proper uniform.

14.
Always follow all company policies.
15.
Attend company meetings and seminars as required. 

16.
Advise supervisor of anything that employee becomes aware of that could be important to improving the profitability, competitiveness or safety policies of the company.

17.
Comply with any other duties or responsibilities deemed necessary by 
management.
RESULTS EXPECTED:


1.
Achieve annual personal sales plan.


2
Sell clean, profitable jobs that meet the customers’ and company 



expectations.


3.
Represent the company at all times with the utmost degree of 




professionalism.


4.
B a cooperative team player.
AUTHORITY:


1.
100% authority for maintaining a productive work schedule.


2.
100% authority for adequacy of all sales aids and materials.


3.
100% authority for all company issued materials, supplies and equipment.

QUALIFICATIONS AND REQUIREMENTS:


1.
High school diploma or equivalent.


2
Demonstrate ability to sell.

3.
Acceptable DMV record.


4.
Pass any required background and/or reference checks.


5.
Pass any pre-employment physicals and drug and alcohol screening



examinations.


6.
Physical ability to daily lift and carry items weighing up to 50lbs, 
occasionally 
climb 
ladders, and occasionally walk on uneven surfaces.


7.
Speak, write and communicate in English.
Interested candidates should send a resume and cover letter to the contact below:


windowworks@verizon.net

