
 

 

 

 

Sales Support - Sawmill Sales 
Primary focus will be assisting customers and sales team members 
(timeliness and accuracy of entering orders), order entry and order 
routing, customer liaison for order status updates, administering 
customer annual contracts (95% on time fulfillment of contracts), 
and coordination with logistics. 
 
This position is an hourly entry level position. The hours will be from 
8am to 5pm M-F.  
 

Accountabilities: 
Primary responsibilities will include: 
• Facilitate relationships and provide support to the sales team 

and customers to ensure orders for products are processed with 
accuracy and efficiency and distributed properly.  

• Collect and enter orders for new or additional products.  
• Maintain customer accounts and monitor customer interaction 

with details of inquiries or feedback.  
• Prepare and report results, status of accounts, leads, and new 

prospects to management.  
• Follow company policies and procedures such as sales reporting, 

system entry, and credit.  
• Provide ideas, innovation, and suggestions for continuous 

improvement and maximizing sales opportunities. 
 

Qualifications: 
• Bachelor’s Degree, something in Business or Marketing is 

preferred, or four (4) years equivalent work experience.  
• Business office experience preferred 
• Strong communication skills (verbal, written and interpersonal) for 

working effectively with others. 
• Computer proficient with Microsoft Office, Google Docs and 

ability to navigate and acquire skills to use internal systems. 
• High accuracy level.  
 


