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	Sample Job Description


This is a sample job description document.  It contains some of the duties, responsibilities and qualifications typically associated with this position, but is not intended to serve as a model or advice for specific job description content and format.  Your company should add, modify or delete as needed for your purposes.
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	Sample Job Description Continued



Account Representative Supervisor

	Job Title:
	Account Representative Supervisor
	FLSA Status:
	Nonexempt

	Department:
	Sales
	Reports To:
	Sales Manager

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary 

The Account Representative Supervisor is responsible for assisting in areas of customer service, for providing cost and sell price information to Account Representatives, Engineering and Sales and for supervising the functions of the Account Representatives.

Essential Duties and Responsibilities

This list of duties and responsibilities is not all inclusive and may be expanded to include other duties and responsibilities as management may deem necessary from time to time.

1. Quotes price and delivery to customers via fax, mail, e-mail and phone for manufactured parts and sub-assemblies.

2. Enters sell prices in the system.

3. Supervises daily activities of Account Representatives.

4. Enters spare parts orders.

5. Sends out customer acknowledgements of orders.

6. Checks on progress of orders for spare parts.

7. Enters jobs and shop orders into system when required for COPs orders.

8. Enters vendor data for purchased parts.

9. Interacts with outside customers when necessary.

10. Reviews COP Sales Report monthly and verifies sell price adjustment when necessary.  Determines if labor hours are in relation to print and previous orders.

11. Acts as liaison with Purchasing and Manufacturing departments to determine purchase price costs, new coating applications, outside fabrication, new designs, etc.

12. Enters all quote estimates into system and makes adjustments as necessary to existing standard routings in the system.  Provides feedback for standard cost adjustments as needed.

Qualifications

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Education and/or Experience

· Requires education generally equivalent to an Associate’s Degree.

· Requires 1-3 years of relevant manufacturing customer experience.

· Requires mathematical skills that require the ability to add, subtract, multiply and divide, to make metric system conversions, exchange rates, and discount calculations.

· Must have the ability to read and understand blueprints.

· Requires good oral and written communication skills in order to interact with employees and customers.

· Requires a working knowledge of Microsoft Office Suite applications.

· Requires a working knowledge of AutoCAD software.

Physical Demands

(The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.  The phrases “occasionally,” “regularly,” and “frequently” correspond to the following definitions:  “Occasionally” means up to 1/3 of working time, “regularly” means between 1/3 and 2/3 of working time, and “frequently” means 2/3 and more working time.)

While performing the duties and responsibilities of this position, the employee is occasionally required to stand and walk.  The incumbent will regularly sit, and will frequently talk and listen and use hands to finger, handle or touch.  Specific vision requirements for this position include close vision and the ability to adjust focus. During the performance of his/her duties, the incumbent will occasionally lift up to 25 pounds.

Work Environment

(The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.)

The employee works in an office environment where the noise level is moderate. 

The above statement reflect the general details necessary to describe the principle functions of the occupation describes and shall not be construed as a detailed description of all the work that may be inherent in the occupation.

	Employee Acknowledgment
	
	Date:
	

	The above statements reflect the general details necessary to describe the principle functions of the occupation described and shall not be construed as a detailed description of all the work requirements that may be inherent in the occupation.


This sample document is only an example and is based on the laws in effect at the time it was written. MRA-The Management Association, Inc. does not make any representations or warranties regarding the appropriateness or prudence of using this information for any particular individual or situation. Your company should add, delete, or modify the content of this document as needed to suit your purposes. This material is for your information only and should not be construed as legal advice. In some circumstances it may be advisable to have legal counsel review final documents prior to implementation. 
For further assistance call or visit www.mranet.org, © MRA – The Management Association, Inc. 
Wisconsin: 800.488.4845  Minnesota 888.242.1359  Northern Illinois: 800.679.7001  Iowa & Western Illinois: 888.516.6357
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