
TruTech Tools, LTD. 

Sales Associate 

 
Job Description 

 

Title Sales Associate 

Department(s) Sales 

Reports to Sales Manager 

Job summary 
 Executes Sales Manager-approved sales and customer service activities of company. 
 

Summary of essential job functions 
Essential Duties and Responsibilities include the following.  Other duties may be assigned.   

 Promptly and professionally responds to all customers’ inquires (in person, by phone, email, 

fax, web CRM, etc.). This includes order entry and occasional after-hours and 

vacation/holiday time phone support as scheduled by Sales Manager. 

 Timely entry of customer orders. 

 Issue quotes and pricing replies to customers on a timely basis (within 24 hours or less) 

abiding by Sales Manager’s guidelines as to discounts and practices 

 Notify Sales Manager if an order is to be credited. 

 Adhere to all company policies and procedures. 

 Input to annual sales plan. 

 Occasional attendance at tradeshows or vendor trainings 

 Maintain awareness of extra costs to customers and proactively alert as required (eg. drop 

shipping, upgraded delivery service, etc.) 

 Learn to detect and alert management to possible fraudulent orders 

 Take part in internal sales planning, marketing meetings and vendor discussions. 

 Notify Sales Manager of competitive/competitor’s activities 

 Develop and maintain checklist of key duties 

  

Minimum requirements 
Minimum 2 years experience in a sales or customer service related job. 
 

Competencies:  To perform the job successfully, an individual should demonstrate 

the following competencies: 

  

 Technical Skills:  assesses own strengths and weaknesses; pursues training and 
development opportunities; strives to continuously build knowledge and skills; shares 
expertise with others  

 



 Customer Service:  manages difficult or emotional customer situations; responds promptly to 
customer needs; solicits customer feedback to improve service; responds to requests for 
service and assistance; meets commitments  

 Oral Communication:  speaks clearly and persuasively in positive or negative situations; 
listens and gets clarification; responds well to questions; demonstrates group presentation 
skills; participates in meetings  

 Team Work:  balances team and individual responsibilities; exhibits objectivity and openness 
to others' views; gives and welcomes feedback; contributes to building a positive team spirit; 
puts success of team above own interests; able to build morale and group commitments to 
goals and objectives; supports everyone's efforts to succeed; recognizes accomplishments of 
other team members  

 Written Communication:  writes clearly and informatively; edits work for spelling and 
grammar; varies writing style to meet needs; presents numerical data effectively; able to read 
and interpret written information  

 Leadership:  exhibits confidence in self and others; inspires and motivates others to perform 
well; effectively influences actions and opinions of others; inspires respect and trust; accepts 
feedback from others; provides vision and inspiration to peers and subordinates; gives 
appropriate recognition to others; displays passion and optimism; mobilizes others to fulfill the 
company’s vision  

 Business Acumen:  understands business implications of decisions; displays orientation to 
profitability; demonstrates knowledge of market and competition; aligns work with strategic 
goals  

 Cost Consciousness:  works within approved budget; develops and implements cost saving 
measures; contributes to profits and revenue; conserves organizational resources  

 Professionalism:  approaches others in a tactful manner; reacts well under pressure; treats 
others with respect and consideration regardless of their status or position; accepts 
responsibility for own actions; follows through on commitments                                 

 

Qualifications:  To perform this job successfully, an individual must be able to perform 

each essential duty satisfactorily. The requirements listed below are representative of the knowledge, 
skill, and/or ability required. Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions. 
  

 Education/Experience:  A high school degree or equivalent, college work/degree preferred. 
5+ years of sales experience 

 Language Ability:  ability to read, analyze, and interpret common business-related 
publications/resources,  ability to respond to common inquiries or complaints from customers, 
or vendors 

 Math Ability:  ability to apply basic mathematical concepts such as addition, subtraction, 
division and multiplication, application of discounts and calculation of gross margin. 

 Reasoning Ability:  ability to define problems, collect information, establish facts, and draw 
valid conclusions; ability to interpret such info and deliver to customers and management in 
an understandable format. 

 Computer Skills:  to perform this job successfully, an individual should have a basic 
knowledge of products such as Microsoft Word, Excel, as well as ability to function(or be 
trained to work with) with the company website, the phone system and Skype, as well as 
other web and software  based products 

 Certificates and Licenses:  no certifications needed  
  

Supervisory Responsibilities:  
  

 None. 
  



Work Environment:  The work environment characteristics described here are 

representative of those an employee encounters while performing the essential functions of this job. 
Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
  

 The noise level in the work environment is usually moderate  
  

Physical Demands:  The physical demands described here are representative of those 

that must be met by an employee to successfully perform the essential functions of this job. 
Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
  

 The employee must occasionally lift and/or move up to 50 pounds  

 Specific vision abilities required by this job include close vision  

 While performing the duties of this job, the employee is regularly required to talk or hear  

 The employee is frequently required to stand; walk; sit and use hands to finger, handle, or 
feel  

Disclaimer 

The above statements are intended to describe the general nature and level of work being performed 

by people assigned to this classification. They are not to be construed as an exhaustive list of all 

responsibilities, duties, and skills required of personnel so classified. All personnel may be required to 

perform duties outside of their normal responsibilities from time to time, as needed. 

 

Important note 

Successful candidate will work in office located in Akron, OH. Relocation costs are not provided.  

 

CONTACT:   Bill Spohn 

Email: jobs.trutech@gmail.com 
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Job code SA-1 

Generic title Sales Associate 

Pay grade TBD 

Management? (Yes/No) NO 

E/NE status NE 

Closing date 4-15-12 
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