[bookmark: _GoBack]There's a new position open at Soilworks!

Workplace Location:  7580 N Dobson Rd Ste 320, Scottsdale - Corporate Offices

Position Title: Sales Support (10-1-15)

Position Status: Full Time

Rate of Pay: $20.00 (minimum) to $20.00 (maximum)

Pay Notes:

Benefits Eligible: Exempt

Driver's License Required: Yes

Job Description
Job Objective:
Provide all sales support activities, tools, analysis and reports for the sales, sales management and marketing management team in order to meet or exceed company sales and profit objectives. Live by the vision, mission, and values of the organization.

Responsibilities
Immediate and Time Sensitive
•	Enter Quotes and Orders to support high transaction and any out of office, Account Executives; assist with meeting debriefs as needed
•	Update, manage and stay current with the calendar for Sales Manager and Sales Team in Outlook to track visits outside the office including travel
•	Manage and track the inbound leads obtained through Pardot form submission for the company by monitoring the LeadDeck in real-time
•	Ensure lead group assignment, within Pardot, is aligned and supported by the Sales Manager
•	Serve as primary back up support for the Receptionist
•	Serve as primary back up support for the Logistics Coordinator
•	Review incoming bids from sources such as FindRFP Notification, Daily BidSync, Vendor Procurement, etc., alert the Sales Manager, and distribute those that would apply to the business in an urgent manner to ensure a timely response
•	Check and forward appropriate emails from previously employed Account Executives (customer, opportunities, sensitive information or data) for one (1) year after end of employment with the company
•	Maintain and prepare weekly sales meeting PowerPoint slide shows; get additional department updates
•	Create, maintain, and update sales data
•	Assist other departments such as Marketing as needed
•	Other administrative and sales support as needed
Back up Administrator for:
•	Salesforce, customer relationship management software
•	Pardot, business to business marketing software
•	Concur, travel and expense software
•	Umbraco, website content management system
Pardot Management
•	Distribute Pardot leads
•	Manage prospects and customers through drip and nurture campaigns in Pardot
•	Monitor Pardot LeadDeck, report any concerns with open prospects and follow-up with assigned Account Executive and escalate to Sales or Marketing Manager, if necessary
•	Notify sales manager when leads are not followed-up on within 24 business hours
Sales Support
•	Make account ownership changes within Salesforce
•	Prepare agendas, reports, and attend all weekly sales meetings and other related meetings to support the sales team and sales performance
•	Track all approved travel requests and make all travel plans through the Salesforce Concur app to support the Sales Team for field, site and customer visits
•	Manage and tag all project photos and videos, as supplied by sales team and operations after completing a Photo Information Form
•	Maintain, organize and update content of all sales support information, tools, reporting and data in the Salesforce Content app
•	Keep abreast of all company policies, procedures, product information and other changes to ensure that the sales team stays current
•	Attend product training to continue to build knowledge about product offerings and sales process to better support the sales team
•	Update and document all changes to the New-Hire training program and ensure all new marketing materials are available to the sales team throughout the year
•	Competitor Brands Research, maintain database within Salesforce
•	Review and distribute Google Alerts and Giga Alerts, as forwarded from CEO, as necessary to the appropriate employee or department manager

New-Hire Training
•	Make updates to the Soilworks Training OneNote Notebook
•	Trainer – Salesforce, OneNote, Pardot, etc.
•	Prepare training materials for all trainer’s 
•	Manage changes to the training PowerPoint slides
•	Schedule Training and prepare agendas

Bid Preparation 
•	Support Account Executives and Sales Manager in preparation of proposals and presentations to win business
•	Proof read before presenting to management
•	Combine all related documents into one PDF for submission/presentation to customer
Relationships and Roles:
•	Support all Account Executives and Sales and Marketing Managers so the company can meet and exceed its sales and profit goals
•	Serve as the company Salesforce trainer and resource
•	Track and implement the lead distribution process
•	Demonstrate the ability to communicate and cooperate with all company employees
•	Participate on the Celebration Committee

Skills Required
Background and Experience:
•	2-5 years of experience in administrative or sales support
•	Expert proficiency and knowledge of utilizing Salesforce, Excel, PowerPoint, Adobe Acrobat and other MS Office Tools
•	Excellent communications, administrative, analytical and detail skills
•	Strong math skills preferred in order to support Sales Team

Educational Requirements
•	High School Diploma
•	BA or BS Degree preferred or equivalent work experience

