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JOB DESCRIPTION


Job Title:	Sales Associate 

Facility:	Brooklyn Park 

Department:	Sales

Reports to:	President/ CEO


SUMMARY  
Is responsible for the management of sales and relationship with assigned accounts.  In addition, the position may assist sales with prospecting, administrative tasks and managing existing accounts and business.

ESSENTIAL DUTIES AND RESPONSIBILITIES include but are not limited to the following.  Other duties may be assigned as needed. 
· Maintain existing customer relationships by contacting them on a regular basis and updating them on our capabilities.
· Assist customers in planning jobs, offering creative ideas on design, layout, printing, bindery and mailing options.
· Obtain customer jobs specifications in detail and work with Client Services and Estimators to provide accurate estimates. Review estimates for efficiency and accuracy.
· Work closely with, and assist as needed, the Client Services’ Account Managers, providing them with accurate information and complete details.
· Obtain accurate customer deadlines dates and advise Client Services and customers with deadlines must be changed.
· Advise customers of prices for author’s alterations and changes of specifications.
· Obtain approval to authorize plan to proceed with production.
· Establish final selling price. Negotiate any disputed pricing with customers making every effort to balance customer and company needs.
· Attend scheduled Sales meetings and participate in training to learn new services and methods to help customers.
· Do phone prospecting, account research, evaluate leads and make contact in order to narrow down contact names etc.
· Prepare outgoing kits, targeted packs of information or prospect mailings as follow up to leads.
· Understand pricing strategies on a client by client basis.
· Understand and communicate complex projects to estimators and project managers along with changes to those projects as they occur.
· Monitor jobs and report issues.
· Understand your role in the companies’ Quality Management System regarding ISO. 

QUALIFICATIONS
· High school diploma or equivalent.
· 2-4 years of Client Service/Account Management experience in the printing industry.
· Must possess a comprehensive knowledge of printing and mailing processes.





PHYSICAL REQUIREMENTS
· Constant strong communication, sitting, and working on a computer.
· Frequent walking & standing.
· Occasional lifting 20+lbs, pulling, pushing, bending, reaching, kneeling, stooping, climbing stairs, travel.

Occasional: Occupation requires this activity up to 33% of the time (0 - 2.5 hrs./day of 8-hour day)
Frequent: Occupation requires this activity from 33%-66% of the time (2.5 - 5.5+ hrs./day of hour 8-hour day)
Constant: Occupation requires this activity more than 66% of the time (5.5+ hrs./day of 8-hour day)
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