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Title:  Sales & Marketing Manager

 




12/08/2013
Reports to: President & CEO 
 

Supervises:  Store Representatives  
Prepared by: Jane Sample 






Approved by: Barry Manager
Exempt /Salary


Purpose of Position:   

To accomplish brand development activities by researching, developing marketing opportunities and plans, strategic planning of sales department, implementing sales plans, managing branding of organization and managing sales staff.  

Essential Duties:

· Achieve marketing and sales objectives by meeting human resource objectives with recruiting, selecting, orienting, training, assigning, scheduling, coaching, counseling, and disciplining employees. Communicating job expectations; planning, monitoring, appraising, and reviewing job contributions; planning and reviewing compensation actions; enforcing policies and procedures.  

· Achieve marketing and sales operational objectives by contributing marketing and sales information and recommendations to strategic plans and reviews; preparing and completing action plans; implementing production, productivity, quality, and customer-service standards; resolving problems; completing audits; identifying trends; determining system improvements; implementing change.

· Meet marketing and sales financial objectives by forecasting requirements, preparing an annual budget, scheduling expenditures, analyzing variances, initiating corrective actions.

· Determine annual and gross-profit plans by forecasting and developing annual sales quotas for regions, projecting expected sales volume and profit for existing and new products, analyzing trends and results, establishing pricing strategies, recommending selling prices, monitoring costs, competition, supply, and demand.

· Accomplish marketing and sales objectives by planning, developing, implementing, and evaluating advertising, merchandising, and trade promotion programs; developing field sales action plans.
· Identify marketing opportunities by identifying consumer requirements; defining market, competitor’s share, and competitor’s strengths and weaknesses; forecasting projected business; establishing targeted market share.

· Improve product marketability and profitability by researching, identifying, and capitalizing on market opportunities; improving product packaging; coordinating new product development.

· Sustain rapport with key accounts by making periodic visits; exploring specific needs; anticipating new opportunities.

· Provide information by collecting, analyzing, and summarizing data and trends.

· Protect organization’s value by keeping information confidential.

· Update job knowledge by participating in educational opportunities; reading professional publications; maintaining personal networks; participating in professional organizations.

· Accomplish marketing and organization mission by completing related results as needed.

· Oversee Ad and Temporary Price Reduction (TPR) schedules.
· Monitor and evaluate ad and TPR bills that are received.

· Approve ad and TPR bills for payment.
· 50% Regional Travel required. 
· This description is not designed to cover or contain a comprehensive listing of activities, duties or responsibilities required of an employee.  An incumbent employee may be asked to perform other duties as required.  
Position Requirements:
· Bachelor’s degree or 15 years related experience and/or training; or equivalent combination of education and experience.
· Proficiency in entry-level office computer tasks, including spreadsheets, word processing,        e-mail and internet use.

· It is critical that employees support the attainment of our organization's Mission, as well as align their performance, goal setting, and focus on realizing our company's Vision.  This should be accomplished within the published Values of our organization.  
Language Skills:
Ability to read, analyze, and interpret technical procedures, financial reports or governmental regulations. Ability to write reports, business correspondence, and standard operating procedures. Ability to effectively present information and respond to questions from groups of managers, customers, and the general public.
Mathematical skills:
Ability to calculate figures and amounts such as discounts, interest, proportions, percentages, area circumference, and volume. Ability to apply concepts of basic algebra and geometry.

Physical Requirements / Environmental Conditions:

How much on-the-job time is spent on the following physical activities?  Show the time by checking the appropriate boxes below.


Amount of time


None
Under 1/3
1/3 to 2/3
Over 2/3

Stand
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Walk
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Sit
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Use hands to finger, handle or feel
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Reach with hands and arms
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Climb or balance
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Stoop, kneel, crouch or crawl
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Talk or hear
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Taste or smell
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Does this job require that weight be lifted or force be exerted?  If so, how much and how often?  Check the appropriate boxes below.


Amount of time


None
Under 1/3
1/3 to 2/3
Over 2/3

Up to 10 pounds
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Up to 25 pounds
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Up to 50 pounds
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Up to 100 pounds
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

More than 100 pounds
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Does this job have any special vision requirements?  Check all that apply.

 FORMCHECKBOX 
 Close vision (clear vision at 20 inches or less)

 FORMCHECKBOX 
 Distance vision (clear vision at 20 feet or more)

 FORMCHECKBOX 
 Color vision (ability to identify and distinguish colors)

 FORMCHECKBOX 
 Peripheral vision (ability to observe an area that can be seen up and down or to the left and right while eyes are fixed on a given point)

 FORMCHECKBOX 
 Depth perception (three-dimensional vision, ability to judge distances and spatial relationships)

 FORMCHECKBOX 
 Ability to adjust focus (ability to adjust the eye to bring an object into sharp focus)

 FORMCHECKBOX 
 No special vision requirements

Make notes on the specific job duties that require the physical demands selected above.

Work Environment

How much exposure to the following environmental conditions does this job require?  Show the amount of time by checking the appropriate boxes below.


Amount of time


None
Under 1/3
1/3 to 2/3
Over 2/3

Wet or humid conditions (non-weather) FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Work near moving mechanical parts
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Work in high, precarious places
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Fumes or airborne particles
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Toxic or caustic chemicals
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Outdoor weather conditions
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Extreme cold (non-weather)
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Extreme heat (non-weather)
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Risk of electrical shock
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Work with explosives
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Risk of radiation
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Vibration
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

How much noise is typical for the work environment of this job?  Check the appropriate level below.

 FORMCHECKBOX 
 Very quiet conditions (examples: forest trail, isolation booth for hearing test)

 FORMCHECKBOX 
 Quiet conditions (examples: library, private office)

 FORMCHECKBOX 
 Moderate Noise (examples: business office with computers and printers, light traffic)

 FORMCHECKBOX 
 Loud noise (examples: metal can manufacturing department, large earth-moving equipment)

 FORMCHECKBOX 
 Very loud noise (examples: jack hammer work, front row at rock concert)

Make notes on the specific job duties that are affected by the environmental conditions selected above.

Additional Information:  Include any other information that will aid in the preparation of an accurate description of this job.


