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Our company is growing rapidly and is hiring for a marketing & sales. Thank you in
advance for taking a look at the list of responsibilities and qualifications. We look

forward to reviewing your resume.

Responsibilities for marketing & sales

» Preparation of presentations, based on input from sales engineer/sales
manager

e Prepare profitable quotations, based on input from sales team for key
customers

e Perform quote follow ups, sales analysis, monthly reports

e Liaise with EMEA sales operations

e Answer basic questions from clients about ad placements such as deadlines
and extensions for artwork and forward basic media kit information including
rate card, editorial calendar, production specs

e Assist each account manager at the close of each issue by working with
clients to gather ad materials, outstanding insertion orders, and added-value
materials for special promotions

* Assist in preparing for special events (including helping with invitations and
collateral), client presentations (including printing and binding presentations),
making reservations, ordering catering

e Assist with marketing proposals and advertorials, including copy editing and
proposal writing

e Manage monthly Shelter Group promotional pages including Facebook,
online listings, and eBlasts each month

e Enter insertion orders into SalesPlan and BOSS systems

Qualifications for marketing & sales



Ability to work full time during the week with limited, but sometimes
mandatory, weekend events

Practice and maintain professional work ethics, attitude, and appearance
Flexible schedule, able to work some evenings and weekends

Relationship selling experience is a plus



