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[bookmark: example-of-sales-administrator-job-description]Example of Sales Administrator Job Description
Our company is looking to fill the role of sales administrator. 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-sales-administrator]Responsibilities for sales administrator
· Audit deal files for Sarbanes compliance
· Monitor open order for billing, demos, loaners, and pending sales
· Monitor and maintain lease aging and rectify potential funding issues
· Work with Assistant Controller in weekly reconciliation of lease funding and buyouts payable
· Perform other assignments as require
· Support the sales department by reviewing orders, checking details and inputting the information into their system
· Receiving inbound calls/emails from customers regarding their products
· Primary communications contact between sales personnel, operations, customers, and distributors
· Viewing expense reports and ensuring credits and purchase orders are entered correctly
· Assisting with backlog order inquires and submitting manufacturing sales orders
[bookmark: qualifications-for-sales-administrator]Qualifications for sales administrator
· Knowledge of billing systems, preferably SAP
· Report to supervision conditions or practices that are unsafe to and its employees
· Experience in a similar role with Kerridge experience is desired
· Excellent in excel is a must
· Good communication, organization, computer skills
· Dynamic, hard working & trustworthy
