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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



Sales Engineer

	Job Title:
	Sales Engineer
	FLSA Status:
	

	Department:
	Sales
	Reports To:
	Director of Sales

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary 

The Sales Engineer is responsible for the sale of machinery and kits of custom one-of-a-kind specialty web handling machines to produce single use disposable products by applying technical, project managements, logistical, business and communication skills to maintain and enhance the company’s position as an industry leader.

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. Establishes, develops and manages new leads by participating and networking at the major trade industry conferences and/or exhibitions while promoting the company’s capabilities.

2. Maintains and enhances our virtual exhibit.

3. Filters and/or responds to all company website inquiries.

4. Performs line audits at the customer’s facility to develop kit quotes.

5. Determines the making /process feasibility of all new one of-a-kind web based products.

6. Conceptualizes and ultimately draws in AutoCAD, the proposed machinery process for all business inquiries, including new one-of-a-kind web based products, which may entail the development of new unit designs or processes.

7. Meets with customers to discuss, refine and ultimately sell the proposed machinery process layout(s) and offer other product and process enhancements/alternatives that would make the overall project/sale feasible not only for the client but also for the Company.

8. Meets with the engineering design review team to discuss, refine and ultimately sell the proposed machinery process layout(s) and offer other product and process enhancements/alternatives that would make the overall project/sale feasible not only for the client but also for the Company.

9. Formulates and creates descriptive line item quotations based on standard unit costs, if applicable, and meets with the engineering management to establish one-time-engineering design hour estimates to meet the requirements of the proposal.

10. Meets with customer to negotiate contract price and terms and conditions of sale.

11. Creates timeline schedule and final revised detailed quotation once internal and external negotiations are completed.

12. Defines all of the detailed machine and product detailed specifications once an order is imminent.

13. Identifies and negotiates all new process risk areas from potential lead proposals and trade industry needs basis items internally with engineering and the technical group so that R & D efforts can be put in place via test stand applications to verify, prove and/or confirm the scope of the process of unit operation.

14. Promotes and nurtures our innovative engineering design capabilities internally.

15. Selects and develops specifications for any new commercial vendors that would be part of a new process for the other business or feminine care sector sales.  

16. Completes the schedule, budget and price tracking request forms once an order is received and distributes through the formal channels.

17. Meets with the engineering project group to transfer the project once a sale is complete.

18. Creates, quotes, manages and coordinates customer driven commercial or schedule driven changes with the engineering and production departments via a formal engineering change request (ECR) process.

19. Meets regularly with the engineering project group to make sure the contracted specifications are being met, the schedules are being maintained and that the designs and/or processes do not deviate from what was sold and agreed upon with the customer or internally.

20. Meets with the engineering project and technical group to establish and create a detailed machine testing schedule.

21. Facilitates the communication between the project management and technical group assigned to a project once the machine is on the checkout phase by creating and managing daily morning meetings that will keep the team focused on the tasks ahead and on schedule.

22. Keeps and maintains project price tracking sheets and communicates with accounting to make sure all invoices for payments are correct and up to date.

23. Facilitates, manages or drives to completion with the appropriate internal departments all machinery maintenance and operation manuals, safety codes, FMEA, risk assessment, etc. requested and agreed upon during contract negotiations.

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 a Bachelor’s Degree in a manufacturing discipline.
Requires 3-5 years of relevant manufacturing and sales experience.
Requires mathematical skills that require the ability to add, subtract, multiply and divide, and to make metric system conversions.
Must have the ability to read and understand blueprints, electrical schematics, installation manuals, routings and other manufacturing instructions.

Requires a working knowledge of ERP systems.

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, walk, stoop, kneel, crouch or crawl and reach above shoulders.  The incumbent will regularly sit and move from place to place, and will frequently talk and listen and use hands to finger, handle or touch.  Specific vision requirements for this position include close vision, distance vision, color vision, peripheral vision, depth perception, and the ability to adjust focus.  

During the performance of his/her duties, the incumbent will occasionally lift up to 25 pounds such as lifting luggage while traveling.

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 is occasionally exposed to work near moving mechanical parts, work in high places and fumes or airborne particles. 

The employee works in an office environment where the noise level is quiet.  A considerate amount of domestic and international travel for company business will be required.
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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