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WILLIAM H. SADLIER, INC 
JOB DESCRIPTION

Posi%on:  Sales Representa,ve for K-12 Educa,onal Marketplace 

Reports To:  Division Manager 

Summary: Full-,me, salaried sales representa,ves will promote, sell, and support various 
educa,onal materials in print and digital formats for the K-12 educa,onal marketplace 
in the Chicago Metro area and Northern Illinois. 

Core Responsibili%es:  

• Promotes/sells/secures orders from exis,ng and prospec,ve customers through a rela,onship-
based approach. 

• Demonstrates print and digital products and services to exis,ng/poten,al customers and assists 
them in selec,ng those best suited to their needs. 

• Meets territory sales quota each year.  

Details of Responsibili%es:  

• Establishes, develops and maintains business rela,onships with current customers and 
prospec,ve customers in the assigned territory to generate new business for the Company’s 
products/services. 

• Services exis,ng accounts, obtains orders and establishes new accounts by planning and 
organizing daily work schedule to call on exis,ng or poten,al sales opportuni,es. 

• Makes telephone calls and in-person visits and presenta,ons to exis,ng and prospec,ve 
customers. 

• Researches sources for developing prospec,ve customers and for informa,on to determine their 
poten,al. 

• Submits clear and effec,ve wriOen proposals/quota,ons by referring to price lists and product 
literature. 

• Enters new customer data and other sales data for current customers and poten,al customers in 
the Company’s CRM.  

• Supplies management with oral and wriOen reports on customer needs, problems, interests, 
compe,,ve ac,vi,es and poten,al for new products and services. 

• Monitors compe,,on by gathering current marketplace informa,on on pricing, products, new 
products and delivery schedules. 

• Resolves customer complaints by inves,ga,ng problems, developing solu,ons, preparing reports 
and making recommenda,ons to management, as appropriate. 

William H. Sadlier, Inc. is an Equal Opportunity/Affirmative Action Employer. 
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Details of Responsibili%es (cont’d):  

• Maintains professional and technical knowledge by aOending educa,onal workshops, reviewing 
professional publica,ons, establishing personal networks and par,cipa,ng in professional 
socie,es, as appropriate. 

• Prepares and presents reports of business transac,ons and keeps expense accounts. 

• Par,cipates in conven,ons, exhibits and sales mee,ngs as requested by the Company. 

• Travels by Company-provided vehicle through assigned territory, which may require overnight 
stays as appropriate. 

• Has current knowledge of and complies with all Company policies, including T&E Policy. 

Educa%on, Experience, Skills Required: 

• Bachelor’s degree (B.A.) from a four year college or university; or five years related experience. 

• Strong technology background and ap,tude required to sell and support a major growth area of 
the company, digital stand alone as well as blended print and digital products. 

• Must be result-oriented and able to work independently. 

• Must possess excellent communica,on skills. 

• Must be proficient in using MicrosoZ Office Suite applica,ons and customer rela,onship 
management soZware. 

• Must possess valid driver’s license to drive a Company-provided vehicle. 

• Must demonstrate the following competencies: Customer Service, Mee,ng Sales Goals, Closing 
Skills, Territory Management, Prospec,ng Skills, Nego,a,on, Self-Confidence, Product 
Knowledge, Presenta,on Skills, Client Rela,onships, Mo,va,on for Sales, Problem Solving and 
Consulta,ve Sales Approach. 

• Must have ability to travel from one customer loca,on to another.  

• Must rou,nely move materials and cartons weighing up to 25 pounds and set up and dismantle 
exhibits of Company materials for mee,ngs, exhibits, conven,ons and events.  

William H. Sadlier, Inc. is an Equal Opportunity/Affirmative Action Employer. 


