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   JOB DESCRI PTI ON FORM 

 

Posit ion Tit le: 
Sales Support  

Specialist  

Departm ent  &  

Cost  Center: Sales Support , # 632 

FLSA Status: 
  Non-Exem pt   OR  Exempt  

 
Reports To: 

Sales Support  Specialist  

Supervisor 

Job Grade:   
12 

 
Locat ion: 

US, Am ericas, NY 

Office-based 

Date Approved 

by HR: 
November 2010 

 
 

 

 

JOB PURPOSE:  

 

• Provide quality service to Laerdal’s internal and external customers in all assigned tasks, 

while upholding Laerdal Values at  all t imes.  

• This posit ion is the primary point  of contact  for field Terr itory Managers to init iate and 

complete adm inist rat ive tasks associated with their  terr itory m anagem ent  responsibilit ies.  

 

 

 

    

PRI NCI PAL ACCOUNTABI LI TI ES:  

• Process quotes on behalf of the field terr itory m anagers. Ensure accurate and t im ely ent ry of 

quotes and delivery of quotes to customers. Ensure all pr ices quoted remain within established 

discount  guidelines. Ensure all quotes are created ut ilizing Laerdal’s standard Siebel quote 

process. 

• Primary contact  for field Terr itory Managers for assistance in their terr itory management  

dut ies.  Act ivit ies would include but  not  be lim ited to:  

 Entering opportunit ies and act ivit ies 

 Facilitat ing no charge orders 

 Processing credit  memos 

 Creat ing ProForm a I nvoices 

 Act ing as a facilitator for return and repair issues 

 Creat ing Check Requests and Sole Source Let ters 

 Researching SimMan t rade- in allowance and eligibilit y for warrant ies 

 Providing informat ion regarding order status and stock availabilit y 

 Order literature 

 Em ailing and faxing custom ers with product / sales informat ion as requested by Terr itory 

Manager 

 Working closely with custom er service, educat ional service, cont ract  and or other team s as 

required or requested 

 

 

 

MAI N TASKS:   

• Sort  and issue weekly SUN regist rat ion list  for major SUNs. Prepare badges and print  

personalized agendas for SUN and Mini meet ings.  

• Verify t raining due.  Send t raining invite to customer and make appropriate Siebel ent r ies. 

• Entering leads in Siebel for t radeshows according to established process 

• Other tasks/ projects as assigned. 

 

 

  

DELEGATED AUTHORI TY:   
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Decisions that  can be m ade by the job holder ( final say) : 

• Decision making within Laerdal Corporate values and company policy 

• Act  independent ly when required 

• I nvolve other team members to establish best  pract ices/ decisions 

 

 

 

 

KNOW LEDGE AND EXPERI ENCE:    

• Associates degree  

• Minimum of five years related experience 

• Previous experience with and/ or knowledge of Siebel is advantageous 

 

Licenses or Cert ificat ions:  

 Must  Complete CPR t raining on annual basis using Laerdal equipment  and Learning 

Managem ent  System  tools.  

 

 

 

COMPETENCI ES:    

 Abilit y to work through and influence people  

 Detail or iented 

 Work well under pressure 

 Computer skills – Excel & Word 

 Abilit y to mult i- task and handle consistent  workflow 

 Develop and foster relat ionships 

 Good listening skills and retent ion/ memory 

 Abilit y to accurately enter and manipulate data using MFG Pro and Siebel;  maintaining a 

reasonable error rate as determ ined by departmental standards. 

 I nit iat ive to follow-up on pending issues and to organize and assign work. 

 Effect ive oral, writ ten and telephone skills. 

 Work within scope of job requirem ents 

 

 

 

W ORK ENVI RONMENT:    

 Work usually perform ed in an office set t ing 

 

W orking Hours:    

 Hours m ay vary and will require evening and weekend work depending on business needs 

and will require working overt ime. 

 

Tools and Equipm ent  Used:  

 Personal com puter, copier, fax, phone, and other typical office equipm ent  

 

Physical Dem ands:  

 Digital dexter ity and hand/ eye coordinat ion in operat ion of office equipm ent  

 Light  lift ing and carrying of supplies, files, etc. 

 Ability to speak to and hear customers and/ or other employees via phone or in person 

 Body motor skills sufficient  to enable incumbent  to move from  one office locat ion to 

another 

 

Travel:   

 Occasional t ravel for Annual Sales Meet ing, SUNs, and Regional Meet ings as required.   

 

 

SI GN OFF    

JOB HOLDER:  _____________________________   DATE:  ____________________ 
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MANAGER:  _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _  _ _ _ _  DATE:  _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _  
 

NOTE:   This docum ent  is an out line of the pr im ary tasks assigned and m ay be changed at  the discret ion of m anagement , form ally or 

inform ally, either verbally or in writ ing.  All team  mem bers are expected to assist  Laerdal in achieving its goals even if such tasks are 

beyond the scope of this out line.  The job descript ion does not  const itute an em ploym ent  cont ract , im plied or otherwise, other than an “at  

will”  relat ionship and is subject  to change by the em ployer as the needs of the employer and requirem ents of the job change.  

    

 


