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	Inside Sales Representative 



	




	Department:   Inside Sales 
	Job Status:   Full Time 

	FLSA Status:   Non-Exempt 
	Reports To:   Senior Director of AM Sales Americas 

	Work Schedule: 40 Hours   
	Amount of Travel Required:   No travel required 

	
	Positions Supervised:   None

	
	


POSITION SUMMARY:
Primary contact for external customers for aftermarket parts.  Work with Outside Sales, Service, Expediter and Order Specialist and other Norican departments to build strong relationships with customers to grow part sales.
ESSENTIAL FUNCTIONS 
Essential Functions Statement(s) 
· Safety Awareness - Ability to identify and correct conditions that affect employee safety.
· Proactively contact customers to increase aftermarket parts sales 
· Create and process parts quotes in a timely manner
· Update and maintain customer information in Merlin
· Team with Outside Sales Team to follow up and convert quotes into orders 
· Provide Order Specialists with accurate customer information to ensure sales orders are entered and confirmed 
· Coordinate with Sales Expediters to promptly process expedite emergency orders and follow up on past due orders to ship orders as quickly as possible
· Coordinate with Order Specialist to accurately process formal complaints, customer returns and customer adjustments in a timely manner 
· Participate in development, training, and implementation of sales campaigns to gain new customers
· Assist with projects and activities as requested. 
· Complies with all company policies. 

POSITION QUALIFICATIONS 
Competency Statement(s) 
· Customer Focused - Serves both external and internal clients by focusing effort on meeting the client’s needs, understanding their concerns, and seeking to build trust 
· Customer Oriented - Ability to take care of the customers’ needs while following company procedures.
· Accountability - Ability to accept responsibility and account for his/her actions.
· Communication, Written - Ability to communicate in writing clearly and concisely.
· Communication, Oral - Ability to communicate effectively with others using the spoken word.
· Accuracy - Ability to perform work accurately and thoroughly.
· Analytical Skills - Ability to use thinking and reasoning to solve a problem.
· Flexible - Must be flexible and willing to work in areas and on problems that may not normally be part of the position but are required for the efficient operation of the business.
· Tactful - Ability to show consideration for and maintain good relations with others.
· Organized - Possessing the trait of being organized or following a systematic method of performing a task.
· Problem Solving - Ability to find a solution for or to deal proactively with work-related problems.
· Research Skills - Ability to design and conduct a systematic, objective, and critical investigation
· Ethical - Ability to demonstrate conduct conforming to a set of values and accepted standards.
· Active Listening - Ability to actively attend to, convey, and understand the comments and questions of others.
· Team Oriented - Strong emphasis as a team player that thrives in a changing team environment.
 

SKILLS & ABILITIES 
Education: Degree is preferred or comparable work experience in related field.
Experience: Experience in Inside Industrial Sales, including customer relation skills and the ability to sell value of the company
Computer Skills 
Excellent PC application skills (MS Word, MS Excel, MS Office and CRM understanding).
 
Other Requirements 
This position has access to very sensitive business information and is subject to a signed Confidentiality, Non-competition and Invention Assignment Agreement. Understanding of scheduling, purchasing, production, transportation, credits, debits, and accounting terms. Ability to work in a changing team environment, with efficiency, accuracy and as a professional. Must be flexible and willing to work in areas and on problems that may not normally be part of the position but required for the efficient operation of the business. Must be professional in working with different personalities and under occasional stressful situations. Knowledgeable of product developments, nomenclature and its relation to sales analysis and operating statements.
 

PHYSICAL DEMANDS 
	Physical Demands 
	Lift/Carry 

	Stand 
N (Not Applicable) 
Walk 
N (Not Applicable) 
Sit 
F (Frequently) 
Handling / Fingering 
O (Occasionally) 
Reach Outward 
O (Occasionally) 
Reach Above Shoulder 
O (Occasionally) 
Climb 
N (Not Applicable) 
Crawl 
N (Not Applicable) 
Squat or Kneel 
N (Not Applicable) 
Bend 
O (Occasionally) 

	10 lbs or less 
O (Occasionally) 
11-20 lbs 
O (Occasionally) 
21-50 lbs 
O (Occasionally) 
51-100 lbs 
N (Not Applicable) 
Over 100 lbs 
N (Not Applicable) 


	
	Push/Pull 

	
	12 lbs or less 
O (Occasionally) 
13-25 lbs 
O (Occasionally) 
26-40 lbs 
N (Not Applicable) 
41-100 lbs 
N (Not Applicable) 



	N (Not Applicable) 
	Activity is not applicable to this occupation. 

	O (Occasionally) 
	Occupation requires this activity up to 33% of the time (0 - 2.5+ hrs/day) 

	F (Frequently) 
	Occupation requires this activity from 33% - 66% of the time (2.5 - 5.5+ hrs/day) 

	C (Constantly) 
	Occupation requires this activity more than 66% of the time (5.5+ hrs/day) 



Other Physical Requirements 
Vision (Near, Distance, Color, Peripheral, Depth Perception) 
Sense of Sound (Ability to work safely) 
Sense of Touch 
Ability to wear Personal Protective Equipment (PPE) (Safety glasses/goggles, other PPE req. if entering Manufacturing/Process Environment) 

WORK ENVIRONMENT 
Ability to work in a manufacturing, processing or office environment. 


Prepared by:___________________________ Date: ______________ 
Approval Signature:_____________________ Date: ______________ 
Approval:______________________________ 
Employee Signature:____________________ Date: ______________ 
The Company has reviewed this job description to ensure that essential functions and basic duties have been included. It is intended to provide guidelines for job expectations and the employee's ability to perform the position described. It is not intended to be construed as an exhaustive list of all functions, responsibilities, skills and abilities. Additional functions and requirements may be assigned by supervisors as deemed appropriate. This document does not represent a contract of employment, and the Company reserves the right to change this job description and/or assign tasks for the employee to perform, as the Company may deem appropriate. 
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