
 
 

Job Description 
 

Sales & Marketing Assistant 
Department: Sales  

Reports to: General Manager   
 
Position Summary: 
Directly assists with the administrative, sales and marketing efforts to ensure efficiency and effectiveness of the Sales 
Department. Independent judgment is required to plan, prioritize, and organize diversified workload.   
 

Expectation of Employee:  

 Adheres to Capital Office policy, procedures and practices either written or implied.  
 Provides timely, professional and quality customer service to both internal and external customers. 
 Contributes to the overall team effort by supporting other work areas as workload permits. 
 Maintains a positive and respectful attitude at all times. 
 Communicates regularly with supervisor about department issues.  
 Demonstrates flexible and efficient time management and ability to prioritize workload.  
 Consistently reports to work on time prepared to perform duties of position.  

 
 
Essential Duties & Responsibilities: 
 

 Professionally greet customers, visitors and callers, handle their inquiries, and direct them to the 
appropriate persons according to their needs. 

 Answer telephones and give information to callers, take messages, or transfer calls to appropriate 
individuals in a professional manner.    

 Operate new office technologies and products as they are developed and implemented.  
 Plan, arrange and coordinate conferences, teleconferences, meetings, company gatherings and other 

sales related activities for staff members.  
 Plan and coordinate all aspects of various sales and customer /hospitality events both on-site and off-

site.     
 Schedule and confirm appointments for customers and sales team as requested.  
 Fully utilize telemarketing to effectively build new business and maintain existing customer 

relationships. 
 Provide accurate ordering assistance and product information to customers. 
 Utilize proprietary electronic inventory ordering and control systems to place, confirm and price orders. 
 Maintain accurate and complete customer files to include customer information, order activity and all 

essential notes and documentation. 
 Routinely and effectively work with shipping, receiving, warehousing and administrative departments to 

ensure customer questions and concerns are addressed in a timely manner. 
 Manage the Library ensuring all samples and vendor files are kept up to date. 
 Draft correspondences, memos, charts, tables, graphs, etc. Proofread copy for spelling, grammar, and 

layout, making appropriate changes. Responsible for accuracy and clarity of final copy.  
 Keep sales staff informed as new product materials are received and cataloged. 
 Create, prepare and mail routine sales and marketing forms to include initial contact and follow up 

letters. 
 Continually acquire knowledge of Capital Office products and services. 
 Provide services to customers, such as order placement and account information. 
 Assist in the development and preparation of marketing materials. 
 Perform desktop publishing to create and develop visual presentations.  
 Create and maintain spreadsheets for monitoring manufacturer pricing information and contracts. 
 Maintain scheduling and event calendars.  
 Conduct searches to find needed information, using such sources as the Internet.  
 Assist management by performing other duties and support functions as assigned. 

Minimum Qualifications: 
 High School Diploma plus 3 years related work experience. 

 

• Communicates regularly with supervisor about department issues.  
• Demonstrates flexible and efficient time management and ability to prioritize workload. 
• Consistently reports to work on time prepared to perform duties of position.  



 
 
Requirements 

 Strong oral and written communication skills 
 Ability to calculate figures such as discounts, interest, etc.  
 Professional appearance and demeanor 
 Ability to manage schedule and meet deadlines 
 Ability to work independently  
 Reliable personal transportation 
 Knowledge of local market 

 
Physical Demands 
While performing the duties of this job, the employee is regularly required to use hands to finger, handle, or 
feel; reach with hands and arms; and talk and hear. The employee is frequently required to stand, walk, sit, 
climb or balance and stoop, kneel, crouch or crawl. The employee must frequently lift and/or move up to 25 
pounds and occasionally lift and/or move up to 50 pounds. Specific vision abilities required by this job include 
close vision, color vision, peripheral vision, depth perception, and ability to adjust focus.  
 
Work Environment 
While performing the duties of this job, the employee is occasionally exposed to wet and/or humid conditions, 
moving mechanical parts, outside weather conditions, risk of electrical shock, and vibration. The work is 
generally performed outside the office. When in the office, the noise level is usually moderate. The employee 
may be required to work occasional nights and/or weekends and must regularly interact with co-workers and 
the public. Travel is required.  
 


