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[bookmark: example-of-assistant-sales-job-description]Example of Assistant Sales Job Description
Our innovative and growing company is searching for experienced candidates for the position of assistant sales. We appreciate you taking the time to review the list of qualifications and to apply for the position. If you don’t fill all of the qualifications, you may still be considered depending on your level of experience.
[bookmark: responsibilities-for-assistant-sales]Responsibilities for assistant sales
· Manage travel arrangements using best judgment
· Create and maintain electronic and physical files and use judgment to apply the appropriate record retention requirements
· Submitting files into underwriting via CRM
· Requesting payoffs from competitors when needed
· Running client searches on all funding requests (old and new)
· Maintaining physical files on all funded clients
· Following the funding standard procedures
· Sending marketing packages out to law firms for every funded (monthly)
· Assisting with answering the phones
· Verifying checks via phone with banks
[bookmark: qualifications-for-assistant-sales]Qualifications for assistant sales
· Send daily spot reports
· Submit and provide detail for multiple internal sales programs
· Provide research materials using X-Ray, Media Monitors
· Provide clerical support functions for Vice President & Team
· 2 or more years of sales team clerical support experience
· Strong computer, communication, and analytical skills
