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_______________________________________________________________________________________________________________________ 
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Sales Coordinator 

______________________________________________________________________ 

Location: San Francisco                           Experience Required: See below 
Education Required: GED       # of Openings: 1  
Compensation: DOE                 Full-time/part-time: Full-time 
________________________________________________________________  
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Position Summary 
Graphics layout experience, familiarity with the Internet and proficiency in PowerPoint and 
Excel is a must.  Creating and preparing sales materials for Account Executive’s media 
kits and sales presentations. Provide research data from Tapscan and other related 
software to incorporate into sales presentations, proposals and other collateral materials. 
Administrative support for the General/Local Sales Managers and Account Executives. 
 
Requirements  

 Excellent administrative and multi-tasking skills  

 Extensive knowledge of office administrative procedures, and knowledge of use 
and operation of standard office equipment  

 Strong computer skills, particularly in PowerPoint, Excel and Word  

 Excellent interpersonal skills, organizational skills, and communication skills 
(both verbal and written)  

 Ability to continually pay attention to detail, establish priorities, anticipate needs, 
and meet deadlines  

 Ability to work in a fun, fast-paced, and rapidly growing environment with a 
positive attitude 

 
Responsibilities: 

 Assisting the sales team with client contracts, presentations, proposals, recaps, 
research, transmitting broadcast times, client liaison and maintaining files 

 Assist Account Executives in maintaining existing accounts by updating clients 
with spot times, air-checks, contract confirmations, and invoices 

 Creating high-end presentation/recap templates for Account Executives as well 
as brainstorming content for the sales material. 

 Researching and clipping audio for various departments using Cool Edit 

 Enter sales orders into station-wide system IRS (Integrated Radio Software) 
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 Maintain research sales pieces, media kits, news articles, and event sales 
packages on the station network drive as well as online workspace 

 Manage all incoming phone calls and mail correspondence directed towards the 
station as well as preparing faxes and memorandums 

 Provide general support to the sales department for purchase requisitions, 
purchase orders, budget input, trade requests and expense report processing 

 Assisting the sales and promotions department in some light manual labor, lifting 
sales/promotion material 

 Assist in the set-up/clean-up of business meetings and department functions 

 Schedule interviews/meetings for Sales Managers periodically 

 Order and maintain office supplies for the Sales Department  

 Maintain confidentiality of privileged and sensitive information related to the 
company and personnel 

 Implement department procedures and policies 

 Back-up other staff assistants as needed 
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