
JOB DESCRIPTIONPRIVATE 

Current Incumbent:   Zhang





Revision Date:   April 27, 2010
	TITLE:
	Inside Sales Correspondent, (Mandarin Lanugage Speaking)
	DEPARTMENT:
	Sales

	LOCATION:
	Wasson Road, Cincinnati, OH
	FLSA STATUS:
	Exempt

	SUPERVISOR:
	VP Inside Sales & Customer Service
	CLASSIFICATION:
	Exempt

	SUPERVISES:
	N/A 
	


JOB SUMMARY:

The Inside Sales Correspondent (Mandarin language speaking), is primarily responsible for support of our manufacturers’ representatives, customers, and outside sales force. 

	PRINCIPAL DUTIES & RESPONSIBILITIES:
	% 
	IMP
	EFS

	1. Product Knowledge
1.1. Overall knowledge of Richards Industries products with the ability to advise and assist representatives and customers in the purchase and application of these products.
1.2. Techincal understanding of the Richards Industries products and their applications within industry.
1.3. Demonstrated ability to use company assets to locate information when the situation mandates the need. 
	40
	5
	2.0

	2. Communication Responsibilities
2.1. Demonstrated fluency in both written and verbal Mandarin, to include manufacturing & valve industry specific terminology.  
2.2. Handle and prioritize heavy incoming email communications and phone calls from the representatives and customers within your assigned territory of responsibility.
2.3. Communicate with customers and reps professionally, positively, clearly and accurately about all aspects of the sales exchange (pricing, performance capabilities, support capabilities, etc.).

2.4. Demonstrated ability to communicate and interact cooperatively with other department’s employees in the execution of your daily responsibilities (quoting, expediting, valve selecting, etc.).
	30
	4
	1.2

	3. Sales Responsibilities
3.1. Prepare quotations / bid packages as required by representatives within your area of responsibility in accordance with accepted company margin levels and delivery capabilities.
3.2. Understand and demonstrate proficiency in the use of the sales tools at your disposal (Price List, JVPD, Sizing Programs, Quote Log, etc.).

3.3. Demonstrated understanding of the standard manufacturing process and paperwork flows so as to recognize and highlight orders requiring special handling outside of the normal standard operating processes.
3.4. Ability to write-up and verify entry accuracy of customer’s order with 100% surety.
3.5. Demonstrated ability to prioritize a constantly changing work-load so as to optimize sales and support. 
	25
	4
	1.0

	4. Meeting Attendance 

4.1.   Attends all employee meetings.
4.2.   Attends all required training.
	5
	5
	0.25

	This job description is not intended to be all inclusive and the employee will also perform other reasonably related business duties as assigned by the immediate supervisor and other management as required.
	-----
	-----
	-----


	CRITICAL SUCCESS FACTORS:

	1. Success Factor #1

S- Have complete understanding and working knowledge of all company ISO Procedures and Work Instructions (improve on-time deliveries).
O- There are many of them, some of which do not relate to the day-to-day functioning of the department so it will take some time to read and determine how each relates to your tasks.

A- Read and comprehend.
R- Have 100% of the Procedures and Work Instructions read and understood within 6 months of employment.

	2. Success Factor #2

S- Have ability to prepare and present quotations / bid packages in accordance with established company margin levels (increase sales).
O- Knowledge of all product lines, cumbersome quotation software package, recognition of the various industry key terms and standards in order to ensure accuracy of the quotation.
A- Gain a full understanding of the company’s six product lines, demonstrate the ability to use the existing quotation software package.
R- Quote 100% of customers on time, accurately and within the accepted margin guidelines.

	3. Success Factor #3 

S- Demonstrated techincal aptitude, coupled with big picture market understanding for the territory assigned (increase sales).
O- It is not good enough to just process the work on a day-to-day basis; it is imperative that the employee be able to fully understand the applications AND the overall state of the market for the territory assigned. 

A- Gain a full understanding of the company’s six product lines and their proper technical application AND couple that undertanding with the market requirements for the territory assigned.
R- Have the ability to select the proper products and price them at the point which gives Richards Industries the best chance of winning the business in that specific territory. 

	4. Success Factor #4

S- Have ability to use all company provided assets in the execution of your daily duties (increase sales).
O- The breadth of the products lines and the range of application-related knowledge is vast.
A- Read industry publications, absorb information in the execution of your day-to-day interactions with reps and customers.
R- Continually increase your knowledge level such that you rely less and less on the expertise of others within the company.


QUALIFICATIONS:
(Knowledge, licenses, certifications, specialized skills, etc.)
EDUCATION/EXPERIENCE

· Four-year college degree, mechanical engineering preferred.
LICENSES, CREDENTIALS, CERTIFICATIONS

· N/A
SKILLS, SPECIALIZED KNOWLEDGE, and ABILITIES

· Mandarin language capabilities, both written & verbal

· Strong mechanical aptitude & mathematical proficiency
· Strong analytical skills 

· Superior customer service orientation and communication skills.

· Technical aptitude and interest.

· Computer skills.

· Ability to handle several tasks at one time in a fast paced environment with constantly changing priorities.

PHYSICAL & MENTAL DEMANDS

· N/A
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This job description does not constitute a written or implied contract of employment.  This job description is not intended and should not be construed, to be an exhaustive list of all responsibilities, skills, efforts, or work conditions associated with the job.  Furthermore, the employer reserves the right to revise or change job duties and responsibilities as the need arises.

Richards Industries Valve Group
Our company is a manufacturer of specialty industrial valves sold throughout the world.  We employ approximately 130 people.  The main plant and office center is in the Hyde Park-Oakley section of Cincinnati, adjacent to the Hyde Park Shopping Center.  It is less than five minutes drive from the Smith-Edwards or Ridge Road exits of I-71.

Our company is large enough to provide a very broad range of experience and exposure to those in the company, and it is small enough for each individual to know the total picture and to gain broad experience.

Our company was founded in 1948.  We have grown steadily, and we have a very strong financial position.  There has never been a layoff or a work week less than 40 hours in our plant.

Our products are sold through manufacturer’s representatives and distributors.  Sales efforts are concentrated primarily on the wet processing industries.  In addition, we are active in HVAC, OEM, mechanical contractor and constructor/engineering markets.

Compensation
Compensation is open, depending on an individual's experience, record of accomplishment, and demonstrated earning power. We offer a competitive benefit program which includes:

1.
Medical and dental insurance

2.
Prescription drug card

3.
Life insurance (equal to your annual earnings)

4.
Short and long term disability

5.
401(k) Retirement Plan with company contribution

6.
Paid vacation

7.
An average of 12 holidays and Personal Days combined

8.
Profit sharing

Basis of Selection
We evaluate each candidate in terms of the company’s needs and requirements, our estimation of how well the candidate will perform in the job (based on their education, experience, and skills), and the individual’s advancement potential.  The person selected will undergo interviewing and aptitude testing to assist in determining his or her capability for success in this position.

We do not discriminate against any employee or applicant for employment based on race, color, sex, age, religion, national origin, disability or veteran status.

Summary
This position is for an enthusiastic and energetic person who would like to join a progressive and growing company.  We offer regular performance appraisals, a pleasant working environment, and great opportunity for advancement.

