SPECIAL-LITE, INC. EMPLOYMENT OPPORTUNITY

Job Title: 

Sales Coordinator

Job Classification:
Full Time, Skilled Employee Range 

Reports to: 
Inside Sales Manager

Basic Functions: Enter all incoming quote request in a timely manner. Ensure quote request process is followed with forms carefully and completely filled out and ready for processing. Prioritize workload in a professional manner to meet the demands of your time. Complete quotes in a timely manner in established or expected timeframes based on customer and work standards. Pursue or follow up on quotes to secure orders on quote requests. Communicate with customers, reps and regional sales managers as required. Work both individually and in a team environment completing individual workload as well as in support of the team during peak request timeframes. Other duties as required. 
Required Qualifications: 
· High School diploma or G.E.D.
· Outstanding written and verbal communication skills
· Ability to read shop drawings and technical specification guides
· Ability to focus and refocus when work is interrupted
· Strong organizational skills 
· Must Computer and keyboard skills; including Microsoft Office Suites tools Excel, Word, & Outlook
· Must have a positive can-do attitude that works well under pressure and in a group settings 
Desired Knowledge and Experience: 

· Associates degree in Construction Technology field or experience in construction or manufacturing.
· Understanding of AutoCAD is a plus

· Training in door industry is a plus. 

· Experience in sales and customer service 

· Strong door hardware and door industry product knowledge 

· Understanding of specification writing 

· Enjoy offering help and exhibiting a “Can-Do” attitude to all customers, coworkers, and sales force. 

To Apply: Submit cover letter, salary requirements and resume to Human Resources Department, Special-Lite, Inc. P.O. box 6, Decatur, MI 49045 or email to human_resources@special-lite.com.

No on-site applications will be accepted. Must submit cover letter, salary requirements and resume.   

Application deadline: January 22, 2015
EOE/M/F/D/V
