Job Description

Vice President Sales and Marketing


	Company Name
	

	Employee Name
	     

	Reports to: 
	President

	Hire Date
	     

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

	Status
	Exempt


Job Summary:

Develops objectives, policies, and programs for marketing activities of the company. Plans, directs, and coordinates the efforts of sales and marketing personnel toward the accomplishment of company objectives. May or may not generate sales volume from his/her own list of customers.

Responsibilities:


1. Manages and coordinates all phases of the Sales/Marketing department.

2. Develops, recommends, and implements Sales/Marketing department policies, plans, programs, and goals to assist in achieving company objectives; communicates objectives to salespeople and other personnel. Contributes to the formulation and validating of corporate objectives, policies and and business plans; reviews and comments on other functional goals and policies as requested.

3. Develops manpower, facilities, and financial requirements forecasts for Sales/Marketing department; consolidates projections into operating and capital expenditure budgets, facilities forecasts and manpower plans and submits to president.

4. Communicates and delegates position responsibilities, duties, tasks, and plans to subordinates.

5. Appraises performance of staff against position responsibilities, established goals, plans, and similar standards.

6. Monitors overall effectiveness of Sales/Marketing department; assures the development and application of systems and techniques required to monitor and control department activities.

7. Provides Sales/Marketing information for decision making and planning efforts to President.

8. Keeps other management executives informed of developments and trends in the department, reviews, and discusses the effect on other company departments.

9. Provides periodic sales forecasts by customers and product lines.

10. Assures that studies, investigation, and analyses are made of markets and products to provide facts and judgments required to develop recommendations or decisions related to short or long term marketing strategies, approaches and techniques to improve sales, earnings, service, and customer acceptance.

11. Assures the development and direction of a dynamic Sales/Marketing department that will achieve sales goals and produce the company’s profit objectives.

12. Approves all purchase orders for the department.

13. Researches, develops, recommends, and supervises the implementation of marketing plans for prospective and current accounts. These plans may include market research, media advertising, direct mail, incentives, and sales promotion activities, as well as other marketing techniques.

14. Develops ways of selling idle time on present equipment. Directs sales personnel in regard to: allocation of accounts; allocation of territory; allocation of time; and authorization of expenses.

15. Develops and directs company’s advertising and public relations programs.

16. Responsible for setting sales compensation including special incentives; hiring, termination, and training of sales personnel and customer service personnel.

17. Establishes sales quotas and other selling goals

18. Maintains relationship with major or key customers and contacts.

19. Performs other duties as assigned.

Job Requirements:


Ability to plan, lead, and motivate Sales staff.Complete understanding of printing processes, compensation programs, and value-added systems.

Minimum Qualifications:


College degree in Marketing, Sales, and/or equivalent experience in selling and marketing printing services.

	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



