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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 Representative

Sample 1

	Job Title:
	Sales Representative
	FLSA Status:
	

	Department:
	Sales
	Reports To:
	Sales Manager

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary

Under the general direction of and reporting to the Sales Manager, the Sales Representative is responsible for selling company products, developing and securing new customers, and may assist to investigate potential new product uses or applications.

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. Perform field promotional work to sell and secure new business, to include important and major accounts and/or develop sales and secure business in new territories, within new industries, or with customers where full market potential or product line acceptance has not been established.

2. Demonstrate products and assist prospective accounts to select those that best suite their needs.

3. Assist in the development of special products.

4. Demonstrate and familiarize established accounts with new products (services) and developments.

5. Coordinate and otherwise assist with the services of the Company’s technical staff to determine customers’ needs and preparation of samples as needed.

6. Assist with preparations for trade shows.

7. Prepare formal presentations to customers on proposed products.

8. Prepare price quotations, terms of sales, delivery dates, etc., and prepare orders subject to the approval of the company.

9. Investigate and expedite product claims and complaints in accordance with marketing policies and assist to resolve problems and recommend corrective action.

10. Keep the company informed on competitive products, promotional matter, sales techniques, pricing and market policies.

11. Prepare and submit periodic reports on activities, sales volume, expenses, etc.

12. Prepare sales forecasts and budges for approval.

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 from four-year college or university with courses in Chemistry, Physics, or Business Administration; plus broad sales experience of three or more years preferably in inorganic materials.

Language Skills

Ability to read, analyze, and interpret general business periodicals, professional journals.  Ability to write reports and business correspondence. Ability to effectively present information and respond to questions from groups of managers, executives and other employees of the organization.

Mathematical Skills

Ability to apply advanced mathematical concepts..

Reasoning Ability

Ability to define problems, collect data, establish facts, and draw valid conclusions of customer requirements. Ability to interpret an extensive variety of technical instructions and deal with several abstract and concrete variables..

Other Qualifications

Requires the ability to operate various office equipment to include a computer, voice mail, copier, fax, and calculator. Requires the ability to operate various software such as word processing, spreadsheets and databases. 

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.

While performing the duties of this job, the employee is frequently required to sit. The employee is occasionally required to stand; walk; use hands to finger, handle, or touch objects or controls; and talk or hear. Specific vision abilities required by this job include close vision and the ability to adjust focus.
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. 

	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.


Sample 2

	Job Title:
	Sales Representative
	FLSA Status:
	

	Department:
	Sales
	Reports To:
	

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary
Responsible for actively driving and managing the technology and evaluation stage of the sales process, working in conjunction with the Account Executive, as the key technical advisor. Responsible for advising on overall project requirements including plan analysis, review of plan specifications, and site visits.  Duties include project estimating, design, proposal preparation and identification of material and equipment requirements.

Essential Duties and Responsibilities

13. Carries out in-depth analysis of plans, functional specifications and site visits in order to determine and advise on overall project requirements.
14. Prepares estimates and quotes for each project utilizing estimation software tool.  Responds to customer requests for information.
15. Understands requirements and articulate the value proposition of CTC products and services to customer.
16. Provides input, review and coordination of the preparation of shop drawings and wiring diagrams, based on project plans and specifications for completeness, showing location of devices, equipment, wiring, etc.
17. Advises Sales Professional and Project Manager regarding products needed for installation, identifying any items which have longer lead times.
18. May prepare and/or review formal submittal booklets, containing schematics, and technical literature as necessary to support each contract.
19. Develops solutions that meet customer requirements and work closely with sales team to develop customer implementation plans as part of sales proposals.
20. May develops incremental new business for the assigned territory.
21. Performs other duties and responsibilities as requested or required.
Knowledge and Skill

· Exceptional customer focus and ability to work under pressure; ability to maintain awareness of, and seek to meet the needs and wants of the customer without being prompted

· Basic knowledge of engineering principles and practices related to building automation systems, fire alarm systems, and/or electronic security systems

· Must be a self-starter and work well without supervision

· Strong verbal, written, presentation and interpersonal communication skills

· Excellent organizational skills and the ability to handle multiple projects simultaneously

· Proficient computer skills including MS Office applications (Outlook, Word, Excel)

Education Requirements

· Associate’s degree or equivalent experience

Experience Requirements

· Minimum of two years of previous  sales engineering, estimating, or related experience required

Certifications & Licenses

Industry-specific certifications a plus; must have valid driver’s license with a clean driving record.

Protective Clothing Required
The position may on occasion require Personal Protective Equipment (PPE) such as safety glasses, steel-toed shoes or work boots, etc.
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.

While performing the duties of this job, the employee is frequently required to sit, stand, walk, talk or hear; uses hands to finger, handle, or touch objects or controls.  The employee may occasionally lift, push, or pull up to 25 pounds.  Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and ability to adjust focus.

Work Environment

The position is an office-based position with visits to customers and work sites in the field.  The employee regularly performs work-related travel.

	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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