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W I N N I N G   T O G E T H E R   H O N O R A B L Y

Job Title:
Sales Inquiry Coordinator
  
 

Department:
Sales and Marketing
         

Reports To:
Vice President of Sales & Marketing
FLSA Status:
Non-exempt
Position Objective: 


· Through the practice of servant leadership; enhance people’s lives by the facilitating of the sales inquiry process to safely deliver quality, best value products and services, on time, to internal and external customers.

Primary Responsibilities:  

· Serve as key support member to the Sales, Marketing, and Applications Engineering Team for custom packaging machinery 

· Champion customer inquiry process and activities, ensuring consistent adherence to process and great customer experience

· Manage quote backlog and schedule
· Lead the reporting of sales metrics

· Participate in internal and external team meetings, documenting with a recap and follow-ups as needed

· Ensure all sales documentation is processed accurately and expediently
· Process purchase orders for new machines and facilitate the transition of sold projects to the Project Team

· Facilitate the development of policies, procedures, and process improvements

· Ensure professional, respectful communication (written and verbal) is in place at all times

· Communicate openly, share knowledge, build positive collaboration between departments and team members Support and contribute to department and company metrics
· Be actively engaged in continuous improvement projects and culture 
General Responsibilities:

· Adhere to, support and promote the Aagard vision and culture statements

· Accurately and professionally represent Aagard to customers and vendors

· Other duties as assigned.
Minimum Qualifications:


· Associate’s/Bachelor’s degree in related field

· Administrative, project management, or manufacturing experience preferred
· Ability to handle confidential information with tact and discretion
· Experience with computers including proficiency with Microsoft Office Programs and the ability to learn Aagard specific software

· Proficient keyboarding skills

· Strong time management and organizational skills, with the ability to prioritize tasks, take action and be proactive

· Conscientious of meeting and exceeding the customers needs
· Passion for excellence

· Ability to travel as required
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