
 

Trade Show Coordinator + Sales Assistant 

As trade show coordinator for Lifeguard Press, you will be responsible for coordinating all logistics as it 

relates to tradeshows. You will work closely with marketing, merchandising and selling teams to ensure 

all employees attending the shows have all tools necessary to best serve our customers and increase 

sales. You must use your keen attention to detail to ensure proper delivery and execution of all items 

necessary to produce a successful tradeshow. As a sales assistant at Lifeguard Press, you will be 

responsible for assisting our sales manager and key account managers with daily communication and 

processes relating to their accounts. You’ll collaborate with all departments to ensure all key account 

managers have the tools necessary to continue to grow the sales at their current accounts and through 

new channels. You will help to drive revenue through maintaining positive relationships with each 

account manager and the various departments you collaborate with daily. 

Overall Responsibilities: 

 Ensure highest customer satisfaction through excellent sales service 
 Assist in the correspondence between sales manager and key account managers  

 Respond to emails, phone calls and other forms of correspondence 

 Clear understanding of brands, products, and assortments  
 Assist in communicating sales objectives to achieve company goals 

 Communicate with warehouse managers and sourcing regarding the stock availability and 
shipping of samples to and from tradeshows 

 Complete commercial invoices and other supporting documents for shipments for international 
tradeshows 

 Maintain and update the tradeshow calendar 

 Work closely with the marketing departments and brand managers to coordinate show related 
emails and advertising opportunities for tradeshows 

 Coordinate and maintain scanning system (currently RepZio) and ensure that all technology for 
the show is in good working condition 

 Maintain and communicate calendar of key dates including key account meetings and travel  
dates, tradeshow dates and travel pertaining to the shows, product development and sourcing 
dates, and deadlines for key accounts 

 Log feedback from accounts and communicate the feedback to necessary departments 
 Travel 8-10 weeks in a calendar year for tradeshow set up, selling and tear down 

 Assist Sales Manager in preparing key account managers for sales presentations by compiling 
data including current and future suggested assortments and ensuring they have the most 
current look books and marketing assets 

 Maintains strong communication with key account managers and sales support team 

 Accomplishes departmental and organizational mission by completing related tasks as needed 
 

Requirements: 

 Degree in sales or business administration preferred 
 2+ years’ experience in similar role 

 Excellent administrative, clerical, record-keeping and computing skills  

 Well-developed communication and presentation skills 



 Attention to detail  

 Good interpersonal and analytical skills  
 Proficient in Excel 

 Self-Starter with excellent time management skills 
 Customer service focus 

 Hands-on personality with a proven ability to work effectively in a team environment 

 Maintain a professional demeanor with all interactions 
 Possess the ability to meet deadlines 

 Ability to travel 

 Knowledge of Quickbooks and Great Plains a plus 
 Ability to lift and move up to 50 lbs 

 Ability to be on your feet for extended periods of time 


