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JOB DESCRIPTION 
 

JO B TI TL E  Sales Operations Specialist 

REPORTS TO (title) Scheduling/Planning Manager 

DEPARTMENT NAME Clerical 

 

1. PRIMARY PURPOSE  

 Creates and maintains positive customer relationships by providing world class sales support and 
service. Works very closely with Production, Purchasing and Quality to achieve the required metrics. Respond 
and follow up to customer requests or concerns of any type.  

 

2.  ESSENTIAL DUTIES AND RESPONSIBILITIES   

1. Serve as a key point of contact between Turk Mfg. and the customer, building strong relationships, 
ensuring complete satisfaction with our products and services. 

2. Responsible for maintaining customer accounts, utilizing company resources to keep track of Sales, 
Strategies and goals. 

3. Responsible for identifying customer requirements, processing quotes and sending back to the 
customer within the requested time period. 

4. Maintain and update customer order records in database with a high level of accuracy. 
5. Responsible for understanding the customer’s organization and structure, knowledge of customer’s 

product/services and awareness of customer news and changes. 
6. Communicate with customers by telephone and email providing information about products, take 

and enter orders, and respond to inquiries and complaints. 
7. Recommend improvements to processes and procedures and maintain an attitude of continuous 

improvement. 
8. High level understanding of ERP database as it relates to customer supply and demand. 
9. Responsible for processing Customer Warranty and Non-Warranty returns while working with the 

Quality and Production teams for resolution.  
10. Creates jobs to meet customer expectations. Ensure continuous supply of required goods and 

materials. Communicate any supply problems which may pose a risk or impact on business 
operations. 

11. Review Reorder Points and Reorder Quantities for Finished Good materials to ensure that what is 
proposed to be built is accurate based on review of customer forecast and/or usage.  

12. Maintain and complete any actions with Non-conforming materials. 
13. Coordinate activities for pull-ins and push-outs of customer delivery changes. 
14. Alert Customers of scheduled jobs that will not meet customer expectations. 
15. Create and Monitor jobs to ensure they are on track to scheduled end date. 
16. Review Scheduled jobs that are off track, with Production and/or Purchasing Teams to ensure that we 

achieve the delivery date and provide an update to the customer. 
 

3. OTHER DUTIES AND RESPONSIBILITIES   

1. Performs other duties as assigned by the Scheduling/Planning Manager. 
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4.  MINIMUM QUALIFICATIONS AND EXPERIENCE 

1. Minimum 5 yrs. experience in Customer Service/Planning/Scheduling in a relevant Manufacturing 
Industry. 

2. Demonstrated experience in meeting deadlines as requested by the customer and internal 
processes. 

3. Knowledge of principles and processes for providing customer service, including customer needs 
assessment, understanding of quality standards and evaluation of customer satisfaction. 

4. Proven ability to handle multiple task and projects efficiently. 
5. Good Communication and people skills. 
6. Strong analytical skills and attention to detail. 
7. Basic understanding of reading customer prints. 
8. Experience with Microsoft Outlook, Word, Excel and Teams. 
9. Experience with an ERP/MRP computer database. 
10. Strong communication skills both written and verbal. 

 

 

5.  PHYSICAL DEMAND  

    A.   The physical effort applied in this job includes (check all applicable boxes): 

X Lifting X Pulling  Reaching  Manipulating 

X Carrying  Pushing  Shoveling X Keying/typing 

 Other 
(specify) 

      

 

 

B.  Check the box that best reflects the amount of effort typically applied and the frequency of application: 

Amount of                                      % of Time Effort is Applied 

Effort Applied  Less than 15% 15% to 40% 40% to 70% More than 
70% 

Less than 1lb. X    

Between 1 & 5 lbs.  X    

Between 5 & 25 lbs.  X    

Between 25 & 60 lbs. X    

More than 60 lbs. X    

 

    C.  The effort reflected in the above chart is typically applied in the following work positions (check those 
applicable):  
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X Sitting  Standing X Walking 

 Stooping  Bending  Confined 

 Other 
(specify) 

    

 

6.  WORKING CONDITIONS  

 A.  Identify the kinds of disagreeable elements incumbent would typically be exposed to in the work 
area (check all applicable boxes): 

X Dust X Dirt  Heat  Cold 

X Fumes X Noise  Vibration  Water 

 Other 
(specify) 

      

 

B.  Check the statement below that best describes the physical surroundings or conditions under 
which the job is typically performed and the extent of exposure to the disagreeable elements noted above: 

 The job is typically performed under very comfortable working conditions; any 
disagreeable elements are generally absent during normal performance of job. 

 

X Work is typically performed under reasonably good working conditions; while 
exposure to any or all of the above elements may occur, such exposure is generally not 
present to the extent of being disagreeable. 

 

 The job is often performed under somewhat disagreeable working conditions; 
exposure to any or all of the above elements is likely, with at least one present to the 
extent of being disagreeable. 

 

 The job is continuously performed under disagreeable working conditions; exposure to 
any or all of the above elements is probable, with several being present to the extent of 
being objectionable. 

 

 Work is continuously performed under extremely disagreeable working conditions; 
exposure to many objectionable elements is both continuous and intensive. 

 

7. ATTENDANCE  

 Compliance with general company standards is acceptable. 
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8. SAFETY  

 Compliance with general company standards is acceptable. 

 

9. FLSA STATUS  

 NON-EXEMPT (eligible for overtime pay) 

 

10. SIGNATURES & DATES - The following signatures are required to confirm the accuracy and completeness of 
the Job Description; that essential functions are aligned with organization goals and objectives; to validate that 
it is clear, concise and supports compliance with legal considerations; and employee understanding of the job 
requirements.  NOTE: Because jobs change, management reserves the right to add to or change the duties of 
the position at any time. 

Immediate Supervisor                          
Date: 

Next Level of Management                   Date: 

 

 

Human Resources   
 Date: 

 

Employee     
 Date: 

  

 

 

 
 

 


