
 
 

 
 
 

	

Sales Supervisor 
 
PROGRESSION OF SUPERVISORS: Sales & Business Development Manager, VP Sales & Business 
Development, CEO 
 
JOB SUMMARY:  Supervise and coordinate the daily activities and schedules of  the sales team. Coach the 
team to successfully provide excellent customer service and customer satisfaction, to meet and exceed sales 
goals. Recommend changes to current sales techniques or procedures based on team performance and new 
selling techniques. Support Four Star Greenhouse’s Mission Statement in all job-related functions. 
 
ESSENTIAL	FUNCTIONS:	

1. Lead and mentor employees in all sales initiatives and campaigns.  
2. Track weekly, monthly, and quarterly performance and sales metrics. 
3. Recognize	 employee	 success	 and	 provide	 support	 or	 initiate	 coaching	 when	

improvement	 is	 needed.	 Report	 challenges	 and	 propose	 solutions	 to	 Sales	 Manager	
and/or	VP.		

4. Ensure that each member of  the Sales Team is utilizing Salesforce in a manner that results in 
continuity of  experience across all customers and creates trackable analytics.  

5. Regularly meet with each member of  the Sales Team to ensure that all leads, and opportunities are 
followed up on in a timely manner with a high percentage converted into sales. 

6. Coach and monitor progress of  the Sales Teams’ individual sales plans to see established goals are 
met or exceeded. 

7. Travel	 as	 needed	 to	meet	 company	 objectives.	 Occasional	 overnights,	 weekends,	 and	
evenings	may	be	required	to	meet	our	customer’s	goals	and	expectations.	

8. Cooperate with other departments to identify business risks and opportunities. Assist other 
departments to successfully meet Company objectives. Ensure that your department exceeds 
service level expectations to all departments and employees that it may serve. 

 
ESSENTIAL	SKILLS:	

1. Earn	and	maintain	the	trust	and	respect	of	customers,	employees	and	co-workers.	
2. Identify,	 develop	 and	 implement	 effective	 training	 that	 result	 in	 a	 high	 level	 of	

functioning	among	all	levels	of	employees.	
3. Demonstrate	strong	analytical	skills	by	identifying	areas	in	need	of	improvement	along	

with	innovative	suggestions	for	improvement.	
4. Develop	 systems	 that	 reduce	 or	 eliminate	 recurring	 problems.	 Adapt	 systems	 to	

accommodate	changes	in	operations.		
	
ESSENTIAL	WORK	HABITS:	

1. Demonstrate	leadership	to	ensure	that	the	behavior	and	work	ethic	that	are	displayed	
are	contagious	and	create	a	positive	work	environment.		

2. Maintain	 a	 positive	 and	 cooperative	 attitude	with	 all	 fellow	 employees	 and	 across	 all	
departments.		Promote	positive	morale	by	working	effectively	as	a	team	member	across	
departments.			



 
 

 
 
 

	

3. Maintain	a	high	level	of	accessibility	for	all	direct	reports	as	well	as	upper	management.		
4. Adjust	work	schedule	as	needed	to	meet	deadlines.	
5. Effectively	communicate	with	all	fellow	employees.		Communicate	all	relevant	job	related	

information	as	needed.		Report	problems	or	challenges	without	delay.	
 
QUALIFICATIONS:	

1. Bachelor’s	degree	in	related	field	
2. 5+	years	of	sales	experience	
3. 5+	years	of	supervisory	experience	

a. Inside	sales	experience	preferred	
b. Experience	with	motivation,	coaching	and	feedback	toward	goal	achievement	and	

engaging	a	workforce	preferred	
4. Prior	experience	with	detail-oriented	tasks	that	required	high	level	of	organization	and	

creative	problem	solving.	
 
PHYSICAL ASPECTS: 

1. Bulk of  job is spent at a desk utilizing a computer and/or telephone.   
2. Lifting a minimum of  20 pounds. 
3. Must be able to walk up and down stairs many times per day as needed.  
4. May be exposed to sun and/or high intensity lights. 
5. May be exposed to prolonged standing and walking. 

 


