
 
 

 
 
 

Sales Coordinator 
 
PROGRESSION OF SUPERVISORS:  Sales Supervisor, Sales & Business Development Manager, Vice President 
of Sales & Business Development, CEO, Vice President, President 
 
JOB SUMMARY:   Support and assist with all sales functions resulting in an overall increase in team efficiency, 
productivity, and customer satisfaction. Anticipate the needs of the customer (internal and external) to 
maintain the highest level of quality service. Support Four Star Greenhouse’s Mission Statement in all job-
related functions. 
 
ESSENTIAL FUNCTIONS: 

1. Provide general sales assistance and project support for the Sales Team resulting in an overall 
increase in team efficiency, productivity, and customer satisfaction. 

2. Develop and maintain successful relationships with customers and partners. 
3. Assist the sales team with customer calls and investigate and resolve customer issues as assigned.  
4. Identify customer/order issues and thoroughly investigate the issue so that it can be presented 

to the team. Participate in the interactive team process of developing solutions.   
5. Complete accurate order entry and order modifications as assigned.  
6. Monitor and utilize Salesforce reports as a tool to guide your research and planning.  
7. Maintain an accurate and up to date customer list that can be used for promotional and other 

purposes. 
8. Proactively identify areas in which we can grow the business and increase sales using sales 

reports, observations, or other data.   
9. Monitor programs based on goals and report level of success periodically.  
10. Participate in marketing events such as seminars, trade shows, webinars, go-to-meeting events, 

or any other event as deemed necessary or assigned. Travel as needed to meet company 
objectives. Occasional overnights, weekends, and evenings may be required. 

11. Assist in on the job training of new sales team members. 
 
INDIVIDUAL ATTRIBUTE IDEALS: 

1. Act with Integrity – doing the right thing with honor, even when no one is looking or the 
consequences are costly, focused on what’s best for our company and customers. 

2. Model Humble Confidence and Courageous Character – maintain a positive attitude with a 
foundation of humility and empathy while acting with clarity of vision, strength, and confidence. 

3. Relate Authentically – connect with others, listen to understand, communicate with unwavering 
candor, honesty, discretion, and respect for all. 

4. Operate Transparently – be proactively open and honest, lead by offering complete visibility into 
successes, failures and challenges that are encountered each day. 

5. Embody Teamwork – embrace and foster a collaborative culture, share ideas, engage in 
constructive debate, give, and expect mutual support, celebrate wins together. 

6. Exemplify Accountability – measure yourself by the highest standards of integrity, responsibility, 
and performance, as if you are the Owner of Four Star. 

7. Innovate Relentlessly – welcome change, make time to learn, think differently, try out new ideas, 
take risks, learn from mistakes, simplify complexity, be persistent, find ways to make something 
better, today! 

 



 
 

 
 
 
ESSENTIAL WORK HABITS: 

1. Consistently demonstrate a positive attitude and promote positive morale by working effectively 
as a team member. 

2. Travel as required to ensure that goals and expectations are met. Demonstrate a high level of 
professionalism while at work, or while representing the company in any capacity. 

3. Effectively manage multiple ongoing projects/responsibilities and successfully achieve 
goals/objectives in a fast-paced environment. 

4. Establish priorities, work independently, and accomplish objectives with minimal supervision 
after training. 

5. Adjust schedule daily, weekly, or seasonally, as needed, to make sure tasks are completed and 
goals/objectives are met. 

6. Report to work as scheduled, maintaining a level of absences that results in minimal department 
disruptions and minimal unfair burden on other employees. 

7. Actively contribute to the continued success of the company by expressing new ideas that can 
result in increased productivity, lower costs, and broaden our customer base. 

8. Demonstrate a high level of professionalism while at work and while representing the company 
in any capacity 

 
ESSENTIAL SKILLS: 

1. Quickly learn and adapt to new computer systems, company specific programs and other 
technologies. 

2. Proficient with reporting software to produce sales reports with the ability to extrapolate data. 
3. Demonstrate the ability to persuade people as needed to meet sales goals/objectives.  
4. Communicate effectively to earn and maintain the trust of customers, brokers and everyone on 

the Four Star team. 
5. Demonstrate strong analytical skills by identifying and tactfully communicating areas in need of 

improvement.  
6. Develop systems that reduce or eliminate recurring problems. Adapt systems to accommodate 

changes in operations.  
 
QUALIFICATIONS: 

1. Must have a good working knowledge of Microsoft PowerPoint, Word and Excel.  
2. Basic knowledge of sales philosophies and a passion for sales functions.  

 
 
PHYSICAL ASPECTS: 

1. Large percentage of time sitting at a deck utilizing a computer and telephone. 
2. May be exposed to sun and/or high intensity lights. 
3. May be exposed to prolonged standing and walking. 
4. Lifting a minimum of 20 pounds. 

 


