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JOB DESCRIPTION
Merchandise Support Specialist
Reports to: Director of Sales and Business Development
Description:

The Merchandise Support Specialist is a key sales growth and client service position that will operate in a fast-paced environment.  This position works directly with the Sales TEAM and Operations TO HELP facilitate new and existing client accounts online and in-store. Additionally, the position plays a very critical role in maintaining solid customer service relationships with all accounts as they continue to collaborate with madesmart® throughout the sales, product development, and manufacturing cycles.  
Overview of Responsibilities:
· Day-to-day customer service which may include tracking of PO’s, launches and promotions
· Assist Sales team with development of sales price lists, presentations, proposals, POGs and line reviews
· Manage customer database, customer portals and client file system,
·  Review customer e-commerce sites for compliance and visual accuracy
· Other marketing and sales assistance as assigned by Marketing and Sales
· Coordinate and update customer contacts and requirements

· Prospect and category/competitor research
· Assist w/ Vendor Compliance requirements

· Assist with new item set ups and product offering templates
· Administrative tasks include, meeting scheduling, sample request fulfillment, managing drop box for customers-uploading photos, ordering pre-tickets
· Other tasks as assigned by the Sales team

Additional Strengths:  
Excellent administrative, clerical, record-keeping and computing skills are essential for this merchandise assistant role. Employees must also demonstrate attention to detail so that they enter customers' requests accurately and issue clear instructions to other departments. Must have good interpersonal skills to deal with customers and collaborate within the company, such as operations, production, accounting, and distribution. They require excellent customer service skills to enable them to deal politely and effectively with customers’ inquiries or complaints.
Qualifications and Traits

· 4- Year college degree with a minimum 3-4 years professional work experience

· Excellent written and verbal communication skills

· Microsoft Office proficiency (PowerPoint, Excel, Word, Outlook, OneNote, etc.)

· Database management experience

· Some exposure to ERP systems

· Some exposure to the retail/distribution industry and online marketing
· Demonstrated detail oriented-low tolerance for errors
If interested in applying, please send cover letter and resume to margaret@madesmart.com.
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