Example of Administrator, Sales Job Description
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Our innovative and growing company is searching for experienced candidates for
the position of administrator, 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.

Responsibilities for administrator, sales

e Act as manager on duty for Christy’s sports locations during the Fall season

e Work to suggest changes in policy to constantly improve sales flow

e Work in the Denver office 12-15 hours a week, 2-3 days a week

e Assist Marketing Manager with all marketing functions, to include but not
limited to, maintaining sales give-a-way inventory, ordering business cards,
execution of campaigns, marketing mailers, ordering marketing supplies,
trade show set up and attendance

o Compiles all sales information

* Special project planning (organizing & analyzing data)

o Assist with regional marketing seminar activities

e Back up various Administrative team members when on vacation and/or sick

e Provide administrative support to the Regional Sales Director and other team
members as needed

e Monitor the Promotion team activities to ensure we are in line to Rep Office
scope local pharma regulation and PG code

Qualifications for administrator, sales

Ability to work in a fast-paced environment and manage stress

Ability to show initiative and put things into perspective

Thorough, attentive to detail, solution oriented

Production, maintenance and running of Sales Management Reporting and



e 1 to 2 yeares prior customer service experience



