JOB DESCRIPTION
<< Company Name >>

<< Date last revised >>
	Job Title:
	Example:  Sales Account Manager, Texas

	Division Name:
	Example:  Synthetic Fibers, North America

	Location:
	Example:  Dallas, home based

	Status:
	Example:  Full Time Employee

	Relevant work experience:
	Example:  5-10 yrs total, min 3 yrs field sales

	Education:
	Example:  4 yr. Engineering or other technical field, MBA preferred

	Reports to: name/title/location
	Example:  Jane Smith, USA/Central Fibers Sales Director – Chicago     

	Division  - general description
	Example:  The synthetic fibers division of Global Chems Corp. is responsible for the sales and marketing of both unprocessed fiber and finished industrial woven fabric and twine manufactured.  This division shares 4 manufacturing sites with the Industrial Chemical division in North America and 2 sites in Europe.

	Position: - general description
	Example:  Meet or exceed targets by selling to existing customers and developing new ones.  Manage total relationship with customers while advancing the long term best interests of the company in general and the Synthetic Fibers division in particular.    

	SCOPE / TERRITORY:
	Example:  Texas, Oklahoma, Louisianna, Arkansas, Mississippi.  All end-user accounts NOT currently designated as Global Accounts.

	RESPONSIBILITIES:
	1
	Meet or exceed targets by profitably growing sales to existing customers and developing sales to new customers by phone, written correspondence and personal visits.  This specifically includes seeking, qualifying and promptly following up sales leads.

	
	2
	Act as principal customer liaison with regards to services, contracts, collections, logistics and any other issue, activity or interface between company and customer.  While other members of the company my be “first line” contact points, the sales acct. manager will be called upon from time to time to assist in the resolution of conflicts or issues with customer.  (EG: collections)


	
	3
	Monitor and report on general market conditions, specific sales activity, and customer information by regularly updating CRM system, writing  reports, and making presentations as requested.  Use CRM (or other system if no CRM currently available) to maintain constant updated list of the 5 most important sales opportunities and next 3 steps required to close.  

	
	4
	Communicate and coordinate with other company functions as needed to perform sales duties and develop marketing plans, budgets, strategies, action plans and other activities required for the continued development and improvement of the corporate/organization.

	
	5
	Produce accurate, detailed sales forecasts using corporate templates and tools.

	
	6
	Participate in formal training provided by the company, and read relevant literature:

· Product training and intelligence: to learn about the history of our product and company.  Learn about the special features, benefits, pricing, drawbacks, features in development and more.

· Market training and intelligence: to learn about the competition, the existing applications for products we offer (how our customers use our products), as well as the applications being developed.  
· Sales training:  to learn HOW to sell our product.  Acquire new selling skills such as time management, negotiation, closing, writing, and presentation skills.  

	
	7
	Participate in trade shows, public demonstrations, internal and external meetings and functions to promote the interests of the company.

	
	8
	Work closely with immediate supervisor regarding all aspects including:  

· Coordinate day-to-day activities including scheduling and availability
· Receive instructions and deliver work product

· Secure authorizations, credit approvals, travel approvals, submit expenses, communicate process failure and possible solutions ++

· Engage in performance reviews, discuss salary/promotions/bonus etc

	
	9
	Organize following year calendar and review with supervisor by Dec 10.  Calenday must show:

· All holidays including: Thanksgiving, Xmas, Hannukah, Labor day ++
· Intended personal vacation schedule

· Major conferences

· Budget meeting week and location (EG: Oct 2-6  Corp headquarters)

· Customer Appreciation events (EG: Fishing Trip March 10,11,12)
· Corporate Sales Meetings  

· Intended customer visits in Jan/Feb/March

	
	10
	

	
	11
	

	
	12
	

	REQUIREMENTS:
	1
	Selling / closing skills.  High level of personal satisfaction derived from closing a deal profitably.  Self motivated.

	
	2
	Travel approx. 30%

	
	3
	Excellent communication skills:

· verbal and written

· one-to-one discussions and in large presentation environments (200+ audiences at trade shows for instance)

· comfortable on the shop floor and in the boardroom
· Foreign languages:  Spanish and/or Chinese HIGHLY desirable

	
	4
	High level of organizational skills especially with regards to time management.  

	
	5
	Computer skills:  CRM, Microsoft Office (especially Outlook), Internet based meeting and training tools (EG: Macromedia Breeze).

	
	6
	Financial:  Ability to understand gross margin calculation.

	
	7
	Independence:  previous experience working from home office preferred.

	
	8
	

	DEVELOPMENT:
	Example: Possible next positions include:  Global Account manager, Territory Sales Manager, Marketing Director, Distribution director 

	COMPENSATION: 
	Example:  US$75K-85K + bonus + 401K + vacation as per corporate policy + relocation allowance 

	CONTACT:
	Arnold Zileski
Human Resources Manager / Americas

Houston, Texas

TEL: 713.123.4567

FAX: 713.765.4321

arnold.zileski@globalchemscorp.com


3

