Job Description

Sales Phone Representative


	Company Name
	

	Employee Name
	     

	Reports to: 
	Sales Supervisor

	Hire Date
	     

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

	Status
	Non-Exempt


Position Objective:

Handle all inbound calls in a timely and appropriate fashion ensuring sensational service is provided to all customers.

Responsibilities:


* Provide friendly service to all customers placing orders with skills emphasized in Sensational Service Training.

* Stay queued in per the required standards in order to optimize the company’s service level to our customers.

* Offer ad-sales on every order and enthusiastically support new and innovative company programs.

* Handle all customer requests accurately and efficiently, ensuring all customers receive the correct products at the appropriate time.

* Communicate with your supervisor and colleagues, offering ideas/suggestions to improve service and sales.

* Meet/exceed all specific performance criteria/standards as well as requirements concerning time management and conformance to all other company policies.

* Perform related duties as assigned by the Sales Supervisor.

Working Environment/Equipment Used:


* Work is done at a desk in an office environment; dress appropriate to business needs.

* Daily functions require use of modern technology to include but not limited to: computers, printers, fax machines, and telephones.

* AS400/PC and/or thin client usage.

Responsibilities:


* Previous phone sales experience & related products experience a plus.

* High School degree or GED required, college degree preferred.

* Excellent verbal communication skills.

* Typing skills, 35 words per minute or better.

* Able to spell well.

* Detail oriented.

* Sufficient organizational and math skills.

* Flexibility in order to adjust to scheduling needs.

* Team player.

	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



