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Search for Req # 130376BR for Fairfield, CA - Assistant Sales Administrator



Summary: Coordinates activities between brokers, sales managers and internal departments; organizes trade shows and meetings; and provides other administrative support by performing the following duties. 



ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be assigned.

Becomes efficient with internal data system and runs sales reports for management team. 

Prepares monthly commission statements. 

Monitors incoming orders to ensure product availability and deadlines met. 

Arranges all accommodations, entertainment and other logistics for trade shows and sales meetings. 

Prepares samples and appropriate paperwork. 

Liaison between sales managers, internal departments, and customers regarding new projects and orders. 

Works with Customer Service to resolve customer and/or broker order issues. 

Works effectively with various departments to follow-up on requests for information on orders, or inquiries about samples or house account orders.

Inherent in each position is a general duty to maintain each respective work area in a safe and sanitary condition. Regular, predictable, full-time attendance is required as an essential function of this position. The employee may be required to perform other such duties within the scope of their employment as may be assigned. The employee must also possess the ability to take direction, follow instructions, work with others, follow work rules and schedules, and focus on details.

Education and/or Experience  
High school diploma or general education degree (GED); or one to three years related experience and/or training; or equivalent combination of education and experience. An equivalency of education could possibly fulfill formal degree requirements.
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