
 

SALES SUPPORT 

 
JOB DESCRIPTION 
Sales Support is primarily responsible to manage customer orders received via phone, facsimile or email on a nightly 
basis with a high degree of quality and accuracy while complying with all regulatory and company standards. Additionally, 
this role performs a wide range of clerical tasks, including sorting, filing and emailing. 
 
 
ESSENTIAL FUNCTIONS & RESPONSIBILITIES INCLUDE BUT ARE NOT LIMITED TO THE FOLLOWING: 
Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 
 

 Check email and previous days communications and respond as necessary 

 Check online orders and fax machines for customer orders 

 Retrieve orders from voicemail system 

 Work with dispatchers to identify best route and route sequence 

 Enter customer orders and Pick List with high degree of accuracy and consistency into computer system 

 Troubleshoot customer service issues and direct to sales representative/manager as necessary 

 Run and analyze various operational reports 

 Update invoices as shorted product arrives 

 Provide drivers with customer invoice, Trip Sheet, credits and Pick Up List 

 Enter customers shorted product into Excel sheet (Short List) and email to Buyers and other team members as 
necessary 

 Greet walk-in customers 

 Maintain and develop working relationship with team members by collaborating and exchanging information 
 
PRE-REQUISITES 
 

 Must pass pre-employment background, and drug screen 

 Must possess valid driver’s license and clear Motor Vehicle Report 

 1 year clerical experience in fast pace environment 

 Must be computer literate and proficient with common computer applications such as Microsoft Word, Excel, 
Power Point and Outlook email 

 Produce knowledge a plus – i.e. fruits & vegetables, organic & conventional 

 Read, write & effectively communicate verbally in English (bilingual a plus) 

 Perform basic arithmetic (i.e., addition, subtraction, multiplication, and division) and uses basic numerical 
concepts (e.g., whole numbers, percentages) to complete job tasks 

 
 
BENEFITS  
We offer a complete benefits package that includes medical, dental & vision insurance, paid vacation, paid sick leave, 7 
paid holidays, 401(K) plan, bonuses, life insurance.  
 
 
EEO STATEMENT 
WCPI provides a fair and equal employment opportunity for all employees and job applicants regardless of race, color, 
religion, national origin, gender, sexual orientation, age, marital status or disability. We expect and require the cooperation 
of all employees in maintaining a discrimination and harassment-free work environment. 

 
 
 

 


