Job Description

Marketing Coordinator


	Company Name
	

	Employee Name
	     

	Reports to: 
	Sales Manager

	Hire Date
	     

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

	Status
	


Position Summary:

To help develop customer relationships and increase sales through direct and consistent customer communication (via phone, fax, mail, electronically and in person). Proactively promote XXXXXX’s products and services to help generate sales.

Duties and Responsibilities:


* Cold calling, mailings and follow up to prospective and sometimes existing customers of XXXXXX, including arranging appointments for Sales Executives.

* Handle mailings to both prospective and existing customers of XXXXXX.

* Act as an extension of his/her Sales Executive when they are out of the office to include fielding phone calls, writing up quotes, request for hand made samples or anything else necessary to service the customer in a timely manner.

* Maintain a database of all prospects.

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

* Additional duties as assigned by the Sales Manager.

Qualifications:


* Bachelor’s degree preferred

* Minimum 1 year in a customer service/sales role, preferably in the graphic arts or printing/packaging industry

* Excellent written and verbal communication skills

* Telemarketing experience desired

* Computer literate

* Ability to multi-task
	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



