
Job Title:  SALES COORDINATOR-SJVC 
 
SUMMARY 
Under general supervision, expand and maintain current systems for customer relation 

management to support sales team. Develops relationships with Brokers and Distributors, 

managing contracts, sales reporting, and joint sales calls. Manages budget and projects with 

internal and external decision makers to increase awareness and drive sales. 

 
ESSENTIAL FUNCTIONS 
 Develops and manages department budget and monthly assessments/updates. 

 Manages CRM system to maintain customer information. 

 Responsible for continuous improvement of CRM application. 

 Responsible for preparation and coordination of records, statistics and reports 

regarding sales operations.  

 Prepares communication regarding pricing, application and other product related 

information. 

 Coordinates sample shipments with laboratory and customers. 

 Responsible for planning and organizing marketing and communication activities, and 

adhering to budget. 

 Follows up on customer projects and sales activities. 

 Participates in the development and delivery of customer sales presentations. 

 Collaborates with the product development staff to coordinate customer application 

projects when needed. 

 Builds and maintains relationships with decision makers with service partners, Brokers, 

Distributors and customers.  

 Represents the department in cross-functional team based activities and meetings with 

internal or external customers. 

 Reviews price needs and develops price quotes to execute agreed pricing strategy. 

 Maintains satisfactory attendance, to include timeliness. 

 Responsible for understanding and complying with applicable quality, environmental and 

safety regulatory considerations. If accountable for the work of others, responsible for 

ensuring their understanding and compliance. 

 This job description reflects management's assignment of essential functions; it does not 

prescribe or restrict the tasks that may be assigned. 

 
SUPERVISORY RESPONSIBILITIES  

N/A 

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 

ability required.  Reasonable accommodations may be made to enable individuals with 

disabilities to perform the essential functions. 
 



MINIMUM QUALIFICATIONS 
 High school diploma or State-issued equivalency certificate.  

 Bachelor’s degree OR 2 years of sales or customer service experience reflecting increasing 

levels of responsibility. 

 Skilled in the use of MS Word, MS Excel and MS PowerPoint at an intermediate level. 

 

PREFERRED QUALIFICATIONS 
 Bachelor's degree plus 2 years of sales or customer service experience reflecting 

increasing levels of responsibility. 

 Skilled in the use of MS PowerPoint at an advanced level. 

 Experience with reporting and analysis. 

 Possesses and demonstrates effective and persuasive communication skills. 

 Skilled in speaking effectively before groups of customers or employees. 

 Skilled in reading and creating reports, presentations, and correspondence. 

 Skilled in calculating figures and amounts such as discounts, interest, commission, 

proportion, percentage, area, circumference and volume. 

 
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 regularly required to walk and talk or 

hear.  The employee frequently is required to sit.  The employee is occasionally required to 

stand; use hands to finger, handle, or feel; reach with hands and arms; stoop, kneel, crouch, 

or crawl; and taste or smell.  Specific vision abilities required by this job include depth 

perception. 
 

 

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. 

 
While performing the duties of this job, the employee is occasionally exposed to wet or humid 

conditions, fumes or airborne particles, outdoor weather conditions. The noise level in the work 

environment is usually moderate to loud.  


