Alcom Printing Group, Inc.
Date: 10/01/2006
Job Title: Solution Provider
Department: Sales

Supervisor Title: Vice President of Sales & Marketing
Name: 
Job Summary: Responsible for selling Alcom by developing new accounts through a disciplined approach to prospecting, and for the maintenance and growth of existing accounts through frequent personal contact.

Primary Objective: To maximize sales volume of new and existing accounts consistent with the sales growth objectives of the company.  The primary focus being web press and sheetfed sales.

Qualification:  A Solution Provider must be well spoken, and have excellent phone and letter writing skills.  They must maintain a personal appearance that reflects true professionalism, and exhibit an air of confidence and enthusiasm.  Beyond these personal characteristics a Solution Provider must have a "sales aptitude."  They must be self-motivated and analytic, and have the ability to identify customer needs and requirements, and communicate same to Customer Service and Manufacturing.  A Solution Provider must have a through understanding of the manufacturing process, preparatory through finishing operations, and should have a good sense for design and color.  Organizational, time management and geographic planning skills are critical, as weekly itineraries require efficient planning.

Responsibility:  The Solution Provider represents Alcom by:

· Selling Alcom's capabilities and services to new and established customers.  Serves as the "Account Manager" for respective customers.  Accountable for maintaining and expanding annual profitable sales for customer base.

· Identifying the needs of customers and prospective customers regarding all Alcom services; preparatory through finishing.  Assists customers and prospects in planning jobs offering creative ideas for design, layout, size, paper options, etc.

· Obtaining customer job specifications in complete detail and presenting same in writing to estimating to insure timely and accurate quotations.  Review estimates for completeness/accuracy before delivery to customer.

· Developing a pricing strategy with management based on customer knowledge, competition and general market conditions.  Closes the sale based upon the estimate and selling price guideline provided.

· Providing accurate feedback to management on quotes lost to competitors or why quotes did not become live jobs.

· Informing customer service of customer problems, changes or new information.  This includes personnel changes at the customer's office.

· Obtaining accurate customer deadline dates and advises production whenever copy of proofs will be delayed, or when schedules and deadlines must be changed.  Ensures that production schedules are developed and forwarded to the customer.

· Ensuring proper credit applications and Order Entry documents are forwarded for approval before purchasing paper or other items, and prior to the commencement of work.  This includes receipt of contracts, purchase orders or award letters.

· Advising the customer regarding the price for customer alterations or other changes that alters the quoted price.  This included obtaining customer approval for overtime if applicable.

· Reviewing final invoice for thoroughness in an expeditious manner before it is typed and forwarded to the customer.

· Communicating credit terms to customer and ensuring that customer payment performance is in compliance with terms.

· Recording and reporting the use of time and expenses… this via:

· Weekly itinerary published each Monday

· Monthly activity report submitted to Sales Management.

· Preparation of weekly expenses reports.  Expense reports* are submitted monthly to Sales Management.

*NOTE:  Each Solution Provider will be given an annual expense budget in addition to car and phone allowance.

· Meeting on a frequent basis with customers, and developing additional contacts at each account to assure continuity and/or sales growth.

· Assisting in maintenance of customer mailing lists by timely submission of key contacts, titles, addresses, and any changes that are applicable.  It is extremely important that mailing lists are kept current.

· Participating in trade shows, seminars, sales meetings and other corporate activities.

· Increasing personal knowledge of all phases of the customer's business, and all aspects of Alcom's capabilities…particularly when new equipment, systems or procedures are introduced.

· Preparing annual sales forecasts for each account and jointly establishes annual sales targets with Sales Management.

· Observing all corporate rules and regulations as defined in company handbooks or supplements.

· Performing other duties or preparing other reports as requested by Sales Management.

Hiring Qualification: College degree and or strong sales/customer service experience.  Technical/vocational degree helpful.

	Job Title:
	Solution Provider
	Date:
	10/01/2006

	Department:
	Sales


PHYSICAL ACTIVITIES:

	X
	Walking
	
	Jumping
	
	Running

	
	Balancing
	
	Climbing
	
	Crawling

	X
	Standing
	
	Turning
	
	Stooping

	
	Crouching
	
	Kneeling
	X
	Sitting

	
	Reaching
	
	Lifting
	X
	Carrying

	
	Throwing
	
	Pushing
	
	Pulling

	X
	Handling
	
	Fingering
	
	Feeling

	X
	Talking
	X
	Hearing
	X
	Seeing

	X
	Color Vision
	
	Depth Perception
	
	Working Speed


WORKING CONDITIONS:

	X
	Inside
	X
	Outside
	
	Hot

	
	Cold
	
	Sudden Temp. Changes
	
	Humid

	
	Dry
	
	Wet
	
	Dusty

	
	Dirty
	
	Odors
	
	Noisy

	X
	Adequate Lighting
	X
	Adequate Ventilation
	
	Vibration

	
	Mechanical Hazards
	X
	Moving Objects
	
	Cramped Quarters

	
	High Places at Times
	
	Exposure to Burns
	
	Electrical Hazards

	
	Explosives
	
	Radiant Energy
	
	Toxic Conditions

	X
	Working With Others
	X
	Working Around Others
	X
	Working Alone


DETAILED DESCRIPTION OF PHYSICAL ACTIVITIES:    (use reverse side if needed)







