CONNELL OIL, INC.
Job Title: Sales Representative (Outside Sales)
Department: Sales
JOB SUMMARY
Execute sales strategy, initiate contact with existing and potential customers, identify their needs and sell
appropriate merchandise to meet those needs
ESSENTIAL DUTIES AND RESPONSIBILITIES:
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Manage assigned accounts
Call prospective customers and establish buying cycles, customer needs, and create a customer
supplier relationship.
Increase sales in respective accounts
Prepare sales information for customers
Establish buying influences, budgets, and purchasing criteria for assigned accounts
Secure and place orders taking into consideration delivery dates and inventory levels for
fulfillment
Develops sales plan with sales team for capturing and securing new customers/business
Customer service—respond and follow up to customer inquiries both in person and on the phone.
A designated sales member will coordinate obtaining and assimilating price quotes. This
responsibility may be routinely shared or assigned as necessary.
Attends all sales meetings.
Maintains well organized customer files
Maintains clean and organized work area
Attends monthly safety meeting.
Adheres to all COI policies and procedures.
Adheres to all federal, state & local laws governing a safe work environment.
Reports unsafe acts and conditions to immediate supervisor.
All other duties as assigned to ensure uninterrupted operations & customer service to include
additional hours and shifts.

ACCOUNTABILITES:
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Meeting or exceeding assigned sales goals.
Assisting in marketing of COI products with sales managers throughout organization.
Compliance with COI policies and procedures and all federal, state & local safety and
employment laws.
Daily contact with employees, customers and the general public requiring courtesy, discretion,
and sound judgment.

JOB SPECIFICATIONS:
Eligibility Requirements:
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.
The requirements listed below are representative of the knowledge, skill, and/or ability required.
Reasonable accommodations may be made to enable individuals with disabilities to perform the essential
functions.
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High school diploma or general education degree (GED);
Two years or more related experience and/or training; or equivalent combination of education and
experience.
Must have the ability to read, write & communicate in an English speaking environment.
Basic sales skills
Excellent written and verbal communication skills
Demonstrates effective negotiation and closing techniques
Strong analysis and judgment skills
Works well in a team environment
Problem solving—the individual identifies and resolves problems in a timely manner, gathers
and analyzes information skillfully.
Customer service—the individual manages difficult client/customer situations, responds
promptly to customer needs, solicits customer feedback to improve service, responds to requests
for service and assistance and meets commitments.
Communication—the individual speaks clearly and persuasively in positive or negative
situations, demonstrates group presentation and/or training skills. Demonstrates a positive
approach in difficult situations
Planning/organizing—the individual prioritizes and plans work activities and uses time
efficiently.
Quality control—the individual demonstrates accuracy and thoroughness, monitors own work to
ensure quality and applies feedback to improve performance.
Quantity—meets productivity standards and completes work in a timely manner.
Adaptability—the individual adapts to changes in the work environment, manages competing
demands and is able to deal with frequent change, delays or unexpected events.
Dependability—the individual is consistently at work and on time, follows instructions, responds
to management direction and solicits feedback to improve performance.
Safety and security—the individual observes safety and security procedures and uses
equipment and materials properly.

PHYSICAL DEMANDS
The physical demands described here are representative of those that must be met by an employee to
successfully perform the essential functions of this job. Reasonable accommodations may be made to
enable individuals with disabilities to perform the essential functions.
While performing the duties of this job, the employee is regularly required to use hands to finger, handle,
or feel; reach with hands and arms; and talk or hear. The employee frequently is required to stand; walk;
and stoop, kneel, crouch. The employee is required to sit and climb or balance. The employee must
regularly lift and/or move up to ten pounds, frequently lift and/or move up to fifty pounds, and occasionally
lift and/or move more than one hundred pounds. Specific vision abilities required by this job include close
vision, distance vision, color vision, peripheral vision, depth perception, and ability to adjust focus.
WORK ENVIRONMENT
The work environment characteristics described here are representative of those an employee
encounters while performing the essential functions of this job. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential functions.
While performing the duties of this job, the employee frequently works in outside weather conditions that
also have an impact on the climate inside the warehouse. The warehouse can be cold and damp as well
as hot and humid at other times of the year. The employee is exposed to fumes or airborne particles,
toxic or caustic and chemicals.
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The noise level in the work environment is moderately quiet while in the office, or moderately loud when
in the warehouse, noise contributed mainly from the use of the forklift or customer/company vehicles in
loading areas.
Disclaimer
The above statements are intended to describe the general nature and level of work being performed by
people assigned to this classification. They are not to be construed as an exhaustive list of all
responsibilities, duties, and skills required of personnel so classified. All personnel may be required to
perform duties outside of their normal responsibilities from time to time, as needed.
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