
 

INSIDE SALES ASSOCIATE 
*THIS POSITION IS LOCATED AT OUR HEADQUARTERS IN BOWLING GREEN, KY  

WE’RE SEEKING AN INSIDE SALES ASSOCIATE TO JOIN OUR EXPANDING TEAM. AS AN INSIDE SALES 
ASSOCIATE YOU’LL WORK TO INCREASE SALES AND MAXIMIZE OPPORTUNITIES. YOU’LL WORK WITH OUR 

GROWING SALES TEAM BUILDING RELATIONSHIPS, ATTENDING TRADESHOWS, AND CLOSING DEALS.  IDEAL 
CANDIDATE IS DRIVEN BY MEETING SALES GOALS, IS A TEAM PLAYER AND A GREAT COMMUNICATOR.  

Role Purpose : 
Responsible for building and maintaining relationships with new leads as well as assigned accounts.  Includes influencing buying 
decisions and sales of designer gifts and stationery for our independent retailers, providing exemplary service and positively 
affecting their success/sell through with the brands.  Requires analysis of each account to determine the best approach and use of 
resources in order to achieve increased sales, customer satisfaction, and brand loyalty. 
 
Responsibilities : 

1. Analyses and tracks assigned account sales history to identify sales opportunities  
2. Communicates weekly with leads and assigned accounts via phone and email, introducing merchandising strategies/tools, 

promotions, new line items with suggested order volumes to assigned accounts, generating increased interest, better sell 
through rates for the account, and increased overall sales in alignment with company goals and strategies 

3. Will collaborate with Approvals/Compliance Associate in reaching out to newly approved accounts, participating in 
activities designed to turn approved accounts into stockists (e.g. sending catalogs, welcome letters, suggested orders, 
follow up phone calls, etc.) 

4. Collaborates with Customer Service and Sales Support Managers in day-to-day processing activities 
5. Requires a high level of understanding of company resources, product knowledge, enthusiasm, and energized approach 

for inside sales opportunities 
6. Represents the company by attending tradeshows and market events throughout the year 
7. Will assist Account Executives in preparing for meetings, providing sales data, pulling/shipping samples, etc. for key 

account meetings 
8. Record appropriate notes as relates to inquiries regarding order status, complaints and comments, and advise 

department head of trends or practices which may need improvement or development 
9. Complete end-of-day reports and processes 
10. Other duties and projects as assigned 

 
Experience, Knowledge & Skills Requirements : 

1. 3 - 5 years experience in sales-related field, preferably in the retail industry 
2. Proven initiative and drive for high-volume sales or turning leads into stockists 
3. Must be solutions-driven 
4. Excellent written, verbal and interpersonal communication skills 
5. Excellent organizational and time-management skills 
6. Attention to detail and accuracy 
7. Ability to multi-task effectively and efficiently 
8. Must possess a collaborative, cooperative, positive, and team-oriented attitude 
9. Must exhibit strong problem resolution skills 

 
Academic Qualifications : 
Marketing Degree preferred 
 
     
 


