
	Job Description for Employee: 
	


	
	

	Reporting To:  
	Number of People Supervised:  0

	Job Summary: Sells company products and services via email to potential customers; Researches and reports on new and inventive products/ services that could prove profitable for the company; Assists in sales training of additional staff when necessary for Trade Fairs, Grand Opening and other events.


Duties and Responsibilities: 
1. Assist with the development of the product line
2. Conduct product and cost research

3. Conduct wholesale sourcing and retail pricing
4. Assist with Business Plan
5. Create and Maintain Company Division Product Binder
6. Assist with catalog development/production and revisions.
7. Assist with the creation of the company video commercial.
8. Create and Maintain Products Spreadsheet/Inventory
9. Create Product Codes
10. Create and Update Company Product Line
11. Create Product Bundles
12. Evaluate Sales Data
13. Create Sales Reports
14. Create and Secure Business Contracts
15. Create Division Product Pamphlets
16. Determine Products/Prices for Bi-Weekly Ads
17. Conduct Email Marketing Campaigns
18. Research and Evaluate Industry Trends
19. Make Product Recommendations
20. Assist Event Coordinator in planning for the Grand Opening and Trade Fairs.
21. Train all employees in sales techniques.
22. Work all sales events.
23. Responsible for selling to company visitors and monitoring company email account with web designer for sales.  
24. Responsible for processing orders and sending information on to accounts receivable. 
25. Responsible for all customer support issues.
26. Create and maintain sales log/database.
27. Create and maintain inventory report. Print and provides copies to the management team.
28. Print weekly sales report and provide copies to management team.
29. Determine needed inventory through use of excel spreadsheet
30. Create a Purchase Order (PO) for each vendor- i.e., all Sony items will be purchased from Sony on one PO, all Nokia items will be purchased from Nokia
31. Receive the items and print out a copy of the bill for payment 
32. Forward the bill to the accounts payable to process for payment through US Network Bank
33. Performs other duties as assigned.
 Knowledge, Skills, and Abilities: 

1. Able to effectively operate computer equipment and calculators used to perform job.

2. Proficient in Microsoft Office Suite (Access, Excel, PowerPoint, Publisher and Word).

3. Proficient in use of Google Documents used to perform job.

4. Proficient in use of a variety of email systems including Google’s Gmail and Microsoft Outlook.

5. Strong Organizational Skills- able to manage time and make deadlines.

6. Capable of completing assignments with minimal supervision.
 Special Requirements: 
1. Ability to sit at computer for long periods of time.
2. Ability to work independently without constant direction and instruction.
Quarterly tasks:

quarter 1:  Business Selection, Business Plan, Business Loan, Business Contracts, Company Forms, Company Logo, Job Interviews, Portfolio Work, Staff Development, Student Profile, Trade Fair Prep, Website, and Assessment Tests. 
quarter 2:  Business Plan, Business Plan Presentation, Catalog, Company Forms, Company Newsletter, Grand Opening, Personal Finance, Portfolio Work, Staff Development, Trade Fair Prep and Participation, Pre-Test, Website, and Assessment Tests
quarter 3: Advertisements, Company Forms, Company Newsletter, Personal Finance, Portfolio Work, Trade Fair Prep and Participation, Mid-Term, Staff Development, and Assessment Tests
quarter 4: Advertisements, Annual Report, Annual Report Presentation, Company Forms, Company Newsletter, Personal Finance, Portfolio Work, Post-Test, Staff Development.
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