
 

JOB DESCRIPTION 
 

JOB TITLE: Administrative Sales Assistant     DATE:  October 2014 

DEPARTMENT: Sales   FLSA STATUS:  Non-Exempt 

SUPERVISOR: National Sales Manager 

  

JOB SUMMARY:  
 
The Administrative Sales Assistant is responsible for entering orders in the company computer 
system, monitoring order reports, verifying shipment compliance, and detailing exceptions.  The 
Administrative Sales Assistant also collaborates with the sales team and customers ensuring 
proper order execution, communication initiatives, and customer satisfaction.  The 
responsibilities associated with this job will change from time to time in accordance with the 
Company’s business needs.  More specifically, the Administrative Sales Assistant may be 
required to perform additional and/or different responsibilities from those set forth below. 
 
The job functions listed below are representative of the knowledge, skill, and/or ability required. 
Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
  

ESSENTIAL JOB FUNCTIONS:  
 

 Manage short & long-term projects independently as directed by the National Sales 
Manager which may include, but is not limited to, report generation and analysis and 
store and customer contact. 
 

 Enter purchase orders and sample requests from source documents into computer 
system according to established procedures and protocol, accurately and on time, 
ensuring correct processing. 

 

 Organize and maintain both physical and electronic order copies by numerous groupings 
including requested ship date, product availability, and manufacturing timelines. 

 

 Run and review internal reports for item backorders, shipments, inventories and more 
ensuring data entry to shipment integrity. 

 

 Communicate directly with sales team members ensuring proper data entry and shipping 
on purchase orders and sample requests. 

 

 Learn customer and industry specific requirements to order entry. 
 

 Create, document, and communicate shipping exceptions to sales staff and customers 
as needed. 

 

 Compose and/or prepare letters, memos, correspondence to customers and sales staff. 
 

 Contact customers and sales representatives via phone, email, and fax to regarding 
numerous topics which include:  orders and mailing inquiries, shipment and promotional 
updates, solicitation, and routine account maintenance, and more. 

 



 Manage electronic and physical files such as call logs, customer contact history, wire 
rack placement, and mailing confirmations. 

 

 Configure and distribute small and large mailings according to company policies and 
USPS standard and bulk mailing guidelines. 

 

 Acts as back-up to receptionist during breaks and absences to which duties include: 
using a multi-line telephone system, maintaining a good impression of our company to 
visiting persons, directing calls to proper personnel, proper message taking, accepting 
deliveries, and more. 

 

 Must maintain knowledge of company products and services including item 
specifications and key sales points, product line changes, sale promotions, and more to 
aid order entry, answer customer inquires, and guide account purchasing decisions. 

 

ADDITIONAL RESPONSIBILITIES 
 

 Must have the ability to work in a team environment. 

 Must have the ability to work independently with minimal supervision. 

 Must be able to work in a stressful work environment and maintain emotional control 
throughout the work day. 

 Perform other related duties that may be assigned. 

 Regular attendance at work location 

 
QUALIFICATIONS 

 High school education with emphasis on computer and language skills.   

 Proficient and accurate in data entry  

 Office environment experience preferred. 
 
LANGUAGE SKILLS: 

 Ability to communicate effectively, including interpersonal and verbal phone dialogue 
with all levels of people at the main office, including staff and visitors. 

 
MATHEMATICAL SKILLS: 

 Ability to add, subtract, multiply and divide all units of measure, using whole numbers 
and decimals.  Ability to compute rate, ratio, and percent. 

 
REASONING ABILITY: 

 Ability to interpret a variety of instructions furnished in written, oral, or diagram form.  

  Ability to deal with problems involving a few concrete variables in standardized 
situations. 

 
OTHER QUALIFICATIONS: 

 Ability to operate various office equipment to include a computer, printer, multi-line 
telephone system, calculator, copier, and FAX machine.   

 Must have a valid driver’s license. 
 



PHYSICAL DEMANDS: 
 
The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 
 
While performing the duties of this job, the employee is regularly required to sit.  The employee 
is regularly required to talk, hear, use hands to finger, handle, touch objects or controls, and lift 
light loads.  The employee is occasionally required to stand, walk, and carry loads up to 25 lbs.  
Specific vision abilities required by this job include close vision and the ability to adjust focus. 
 
WORK ENVIRONMENT: 
 
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential function of this job.  Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions. 
 
While performing the duties of this job, the employee has limited exposure to moving 
mechanical parts.  The noise level in the work environment is usually moderate. 
 
 


