
Our company is growing rapidly and is searching for experienced candidates for
the position of sales service. Please review the list of responsibilities and
qualifications. While this is our ideal list, we will consider candidates that do not
necessarily have all of the qualifications, but have sufficient experience and talent.

Responsibilities for sales service

Monitor incoming faxes and team service requirements
Prepare, organize, and maintain client files, scanning and printing of
documents
Assist with client meeting preparation and follow up
Prepare expense reports and other important confidential documents
Ad hoc administrative tasks and special projects as assigned
Minimum of 2 to 3 years of administrative assistant experience
Ability to effectively deal with competing tasks from multiple stakeholders
and prioritize those tasks while maintaining the efficiency and accuracy
required to complete each task
Strong oral and written communication skills complemented by strong
interpersonal skills
Proactive and customer-oriented attitude
Coordinate all Sales process in Russia SBU

Qualifications for sales service

Must possess a Bachelor's degree in any field
Flexibility and sensitivity in cooperation with internal and external customers
Minimum three (3) years of electrical industry experience
Must possess good interpersonal skills and work well in a team setting
independently as required
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