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Position: Inside Sales
Essential Skills: 
· Capable of preserving confidential or sensitive information.

· Effective time management, organization and multi-tasking skills.

· Special people skills to deal with customers and an outbound personality.

· Able to prospect non-member accounts.

· Able to upgrade and deal major businesses.

· Very strong communication skills in writing and verbal.

· Very good team player and should work well under pressure.

· Proficient in Microsoft Word, Excel, Outlook.

· Proven forecasting and customer service skills.
· Work under the supervision of V.P of Sales and Team Leader.
Duties and Responsibilities: 
· Processing customer orders via phone, fax and email.
· Answer incoming customer inquiries via phone, fax and email. Provide accurate information to customers, providing requested information and alternative solutions as available. If questions are beyond the scope of the Reps knowledge, they will advise the customer, and offer to research the answer and/or forward to the appropriate Rep.
· Perform a follow up contact by email and/or phone.
· Develop cross-selling and up-selling techniques.
· Implementing sales strategies and call prioritization to achieve revenue and meet targets.
· Initiating sales calls to new and existing customers within assigned territories.
· Attend and be involved in Staff Coaching meetings. Learn and practice techniques for personal development and team interaction. 
· Attend and be involved in Sales Training meetings to learn product knowledge and sales techniques. Work together to initiate concepts and ideas which provide a solution for communication and sales needs.
· Obtain product knowledge through Training Sessions, reading our web pages, consulting with the Director of Sales and/or other Sales Reps, and general research of product literature and product websites. 
· Stay current with trends and technology by reading journals and by attending classes, seminars, tradeshows and workshops.
· Maintaining professionalism, diplomacy, sensitivity, and tact to portray the company in a positive manner. 
· Help Marketing to design advertising flyers and promotions to promote sales.




Work Conditions and Physical Capabilities: Fast-paced environment, Work under pressure, Attention to detail

Skill Requirements:
Experience: 3 years of sales in construction industry. 

Languages: Speak English, Read English, Write English

Business Equipment and Computer Applications: General office equipment, Electronic mail, Word processing software, Spreadsheet software, Database software, Inventory control software, Internet browser
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