
Sales Representative 
 

DEPARTMENT: Sales EFFECTIVE DATE: 01-17-2019 

REPORTS TO:  Vice President WRITTEN BY:         General Sales Mgr. 

STATUS:           Exempt APPROVED BY:     Human Resource Mgr. 
 

 

SUMMARY OF FUNCTIONS: 
 

Responsible for sales of WPT products and/or product family. Works with General Sales Manager, Marketing 

Manager and President or designee to establish an annual sales plan and goals. Responsible for finding and 

setting up distributor channels and other methods for getting the products to market. 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES: 
 

1. Follows up on leads generated by marketing activities; telephones or visits potential customers to discuss needs and 

provide product demonstrations. Develops referrals and makes contacts to other potential candidates in assigned 

territory.  Attends and works trade shows for company in assigned territory. 

2. Ensures contacts receive marketing literature and price catalogs; answers any questions and obtains any further 

information necessary for customers. 

3. Assists customers with ordering information and configurations; provides quotations on customer requirements and 

provides appropriate follow up. 

4. Closes actual sale on quotations and forwards to Customer Service as needed. 

5. Reviews any questions or concerns with the General Sales Manager or President. 

Discusses any unique product configurations/problems with Customer Service, Engineering or Production as 

necessary. 

6. Follows up with customers after receipt of their order; ensures equipment properly set up and functioning; verifies     

customer satisfaction and resolves any concerns. 

7. Submits reports to Sales Manager; provides weekly activity/call reports, lost sale reports and monthly sales forecasts 

for assigned territory. 

8. Provides briefings on sales activities, problems, etc., to Sales Manager regularly or as requested.  

9. Performs any other appropriately related duty as requested by the General Sales Manager. 

10. Completes other job assignments as requested by manager or president. 

11. Complies with safety policies and procedures. 

12. Complies with confidentiality policy. 

13. Attends training as needed or as required to remain knowledgeable about work responsibilities. 

14. Works as a team member. 

15. Maintains quality processes and procedures. 

 

ORGANIZATIONAL RELATIONSHIPS: 
 

Reports directly to the Vice President. Coordinates activities in territory with Marketing and Customer Service. 

 

EDUCATIONAL OR SKILL REQUIREMENTS: 
 

A college degree is preferred not required. Good grammar and written/oral communication skills are required. 

Familiarity with word processing and spreadsheet applications is beneficial. A minimum of three years proven 

sales experience is preferred. 

 

PHYSICAL REQUIREMENTS: 

Must be able to travel. Must be able to sit, stand, stoop and carry up to 15 lbs. Must be able to perform 

office/computer work.  
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