Job Description

ODP (Outside) Sales Manager


	Company Name
	

	Employee Name
	     

	Reports to: 
	President

	Hire Date
	     

	Employee Classification:  FORMCHECKBOX 
 Temporary      FORMCHECKBOX 
 Regular Full Time      FORMCHECKBOX 
 Regular Part Time

	Status
	


Position Summary:

Assume the leadership role of the ODP (Outside Distribution Partners) department including the development and growth of representative and customer relations through direct and consistent pro-active communication promoting XXXXXX’s products and services, generating sales and quota achievement. Manage the ODP internal operations toward achievement of the ODP Plan including the attainment of the representative quota and the total ODP quota.

Duties and Responsibilities:


* Coordinate and manage the daily activities of the ODP department including supervising the Production Coordinator to ensure an efficient functioning of the ODP process. Performing functions of department personnel as needed.

* Generate sales utilizing pro-active approach to quota representatives by nurturing strong relationships through consistent service and performance, including travel as necessary. Control the Design and Estimating process for all ODP requests with a goal of “next day” turn on estimates and “second day” on hand made samples.

* Interface effectively with all departments within XXXXXX to maximize ODP output.

* Timely and accurate quote management with targeted gross margins for each market and competitive situation, based on accurate, timely and comprehensive cost/estimating system. Assist internal estimating/design department with quotations and processing requests.

* Evaluate the current ODP process toward improvement creating pro-active, “rep-friendly” department.

* Coordinate all ODP Rep/Customer plant visits.

* Work as part of a team and participate in XXXXXX’s Total Quality Management efforts.

* All other duties and responsibilities as assigned by the President.

Qualifications:


* Bachelor’s Degree

* Minimum 3 years printing/packaging experience in sales, marketing or management preferred

* Computer literate

* Ability to travel

	Acknowledgement:

I have received a copy of my job description and I understand the requirements of the Bindery Operator position.



	Employee’s signature


	Date

	Supervisor’s signature


	Date



