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JOB DESCRIPTION

JOB TITLE: National Account Manager     DEPT/OFFICE LOCATION: Continental United States 
DESCRIPTION EFFECTIVE DATE: 01/01/2010  NEW: ______ or REVISED: X (Check One)

EMPLOYEE NAME: _________________________________________________________ (Please Print)  

EMPLOYEE SIGNATURE: ____________________________________________________DATE: ____________

HUMAN RESOURCES SIGNATURE: ___________________________________________DATE: ____________

Position Summary
This position is responsible for the sale of the organization's products and services in a specified region or major geographical area using technical, organizational, and customer knowledge to influence customers and assist them in applying the product and services to their needs resulting in revenue generation. 

Position Responsibilities/Essential Functions
· Meet established sales quotas and revenue goals

· Develop sales proposals, presentations and quotes for customers

· Provide forecasts of future business to management

· Maintain pipeline activity in corporate systems

· Determine market strategies & goals for each product and service

· Research and develop lists of potential customers 

· Follow up on sales leads and develop leads.

· Maintain up to date understanding of industry trends and technical developments that effect and target markets; establish & maintain industry contacts that lead to sales.

· Travel throughout assigned territory to call on regular and prospective customers to solicit orders and speak with customers by phone.

· Prepares reports of business transactions and keeps expense accounts.

· Work with inside sales representatives and sales support to keep account activities and literature up to date.

· Work with accounting department to enter new customer data and other sales data for current customers into computer database.

· Develop and maintains relationships with purchasing contacts.

· Investigate and resolve customer problems with deliveries.

· Attends trade shows, sales meetings and training as assigned by management

Knowledge, Skills/Abilities, Experience and Education Required for the Job

Knowledge, Skills & Abilities:

· Ability to read, analyze and interpret general business periodicals, professional journals, technical procedures, or governmental regulations. 
· Ability to write reports and business correspondence. 
· Ability to effectively present information and respond to questions from groups of managers, clients, and customers. 
· To perform this job successfully, an individual should have knowledge of Microsoft Great Plains Accounting software; Microsoft CRM Database software; Microsoft Excel Spreadsheet software and Microsoft Word and Microsoft PowerPoint software.

Experience:
· Five (5) plus years related successful sales experience 
Education:

· High school diploma or general education degree (GED)
Supervisory Responsibilities

· No supervisory responsibilities
Success Factors

· Pursues training and development opportunities; Strives to continuously build knowledge and skills. 

· Manage difficult or emotional customer situations; Responds promptly to customer needs; Solicits customer feedback to improve service; Responds to requests for service and assistance; Meets commitments.

· Focuses on solving conflict, not blaming; Maintains confidentiality; Listens to others without interrupting; Keeps emotions under control; Remains open to others' ideas and tries new things.

· Speaks clearly and persuasively in positive or negative situations; Responds well to questions; Demonstrates group presentation skills; Participates in meetings.

· Writes clearly and informatively; Edits work for spelling and grammar; Varies writing style to meet needs; Presents numerical data effectively; Able to read and interpret written information.

· Treats people with respect; Keeps commitments; Upholds organizational values.

· Follows policies and procedures; Supports organization's goals and values; 
· Approaches others in a tactful manner; Reacts well under pressure; Treats others with respect and consideration regardless of their status or position; Accepts responsibility for own actions; Follows through on commitments.

· Adapts to changes in the work environment; Manages competing demands; Able to deal with frequent change, delays, or unexpected events.

· Follows instructions, responds to management direction; Keeps commitments; Commits to long hours of work when necessary to reach goals.

· Undertakes self-development activities.

Physical Demands and Work Environment

· The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions: While performing the duties of this Job, the employee is regularly required to talk or hear. The employee is frequently required to sit.

The above position responsibilities represent general responsibilities and requirements for the position.  Other duties, responsibilities, and qualifications may be required and/or assigned as necessary.

Human Resources Only:

FLSA Status:  (   ) Non-exempt          (X) Exempt: Sales 
EEO Code: 04 EEO Categories: Sales
