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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



Senior Sales Representative
	Job Title:
	Senior Sales Representative
	FLSA Status:
	

	Department:
	Sales Department
	Reports To:
	

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary
Responsible for supporting sales in every aspect of the sales cycle and market.  Generates new business and grows existing accounts and solutions to new and/or existing customers.  Prospects and develops new client relationships within a defined geography.
Essential Duties and Responsibilities

1. Prospects, cultivates and qualifies new customer opportunities and be able to communicate your formal prospecting plan. Create market awareness offering through prospecting, networking, presentations and trade association meetings.
2. Develops and implements the agreed upon business plan for a specific market  sector that will focus on installation opportunities as well as service / maintenance revenue through work orders as well as increasing customer base.  Acts as local expert of new and existing security product helping sales to determine best fit for any given situation.

3. Creates and develops sales and marketing strategies and leads that result in installed and service bookings to meet or exceed the established goals of specific office for security and integrated solutions.  Creates market awareness offering through multi-media, mailings, presentations and trade association meetings.  Utilizes the systems to facilitate prospecting and proposals for your clients.

4. Reviews estimates for accuracy in product and labor.  Constructs and submits professionally written proposals.

5. Takes on a leadership role with select product partners and supports their business development activity.

6. Establishes written formal sales goals and meeting regularly with the General Manager to gauge personal progress against said goals.

7. Acts as “our customer’s best service provider” at all times thereby ensuring the organization is the customer’s first choice for service.

8. Meets directly with customers to establish needs and drive the overall sales process.

9. Conducts customer site walk-through’s and estimate both building system installations and service opportunities.

10. Performs other duties and responsibilities as requested or required.

Knowledge and Skill

· Leadership Orientation – Actively seeks ways in which to act as a role model, guide, develop and mentor others within the organization
· Initiative – Engages in proactive behavior and looks for opportunities
· Adaptability – Responds effectively to changes in situation or information
· Analytical Thinking – Logically break down problems and looks for solutions

· Solid team leadership, team building and facilitation skills
· Proficient use of Microsoft Outlook, Excel, Word and Power Point skills; solid programming skills and proven ability to troubleshoot problems and look for solutions

Education Requirements
· Associate’s degree or equivalent experience

· Bachelor’s degree preferred

Experience Requirements
· Minimum of three years of previous, relevant sales, field service or project management experience preferred

· Experience in one or more of the following industries preferred:  _________________________
Certifications & Licenses
Industry-specific certifications and/or licenses a plus; must have valid driver’s license with a clean driving record.

Protective Clothing Required
The position may 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; talk or hear; and use hands to handle, or touch objects or controls.  The employee is regularly required to stand and walk.  On occasion the incumbent may be required to stoop, bend or reach above the shoulders.  The employee must occasionally lift 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 work sites in the field.  The colleague 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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