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SALES AND MARKETING INTERN
Position Description

Position Department:		Sales & Marketing
Reports To:			Sales Project Manager
Status:				Hourly, Non-Exempt
Supervises:			N/A
Location:			Grand Junction, CO

JOB SUMMARY
The Sales & Marketing Intern support the team by managing Salesforce systems, ensuring data integrity, and assisting with troubleshooting and technical assistance. This position will support the creation and analysis of workflow charts, aiding in the optimization of sales and marketing processes, while also providing event planning support for trade shows and conferences. Additionally, this role will offer administrative assistance, including document management and marketing research, to enhance departmental efficiency and effectiveness.

ESSENTIAL DUTIES AND RESPONSIBILITIES
· Assists with daily administration of Salesforce, including user management, data maintenance, and report generation.
· Supports the sales & marketing team in data validation and ensuring data integrity within Salesforce, troubleshooting issues and providing technical assistance as needed.
· Accurately inputs and updates customer and prospect data into Salesforce and other systems.
· Partners with the sales & marketing team to create and maintains workflow charts for processes, including Salesforce workflows, analyzing existing workflows to identify areas for improvement and increase efficiency.
· Facilitates in generating & maintaining digital and physical sales and marketing materials, including standard operating procedures, market research, reports, presentations, documents, and files.
· Assists Sales & Marketing team with the planning and execution of trade shows, conferences, and other marketing events, including registration, travel, materials preparation and on-site support at events as needed.
· Assists with data migration projects, ensuring data accuracy and completeness.
· Provides general administrative support to the Sales and Marketing department, including filing, photocopying, and answering phones.
· Performs other duties as assigned in order to better support the Sales team

COMPETENCIES, SKILLS & ABILITIES
· Excellent verbal and written communication skills.
· Strong analytical and problem-solving skills.
· Strong organizational & time-management skills, with the ability to manage multiple tasks. 
· Ability to work independently and in a teamwork environment.


BASIC QUALIFICATIONS
· Currently pursuing a degree in business administration, marketing, communications, or a related field.
· Familiarity with Salesforce and/or a similar sales management platform.
· Proficiency in Microsoft Office Suite (Excel, Word, PowerPoint).
· Authorized to work in the United States of America.
· Proficient in the English language. 

DESIRED QUALIFICATIONS
· Demonstrated knowledge & experience with Salesforce data management 
· Familiarity with project management frameworks and standard operating procedures. 
· Strong people skills with a strong focus on being a team player and collaboration

	Lifting Requirements:

	
	SEDENTARY
	Lifting up to 10 pounds maximum and occasionally lifting and/or carrying small items (files, manuals, binders)

	X
	LIGHT
	Lifting 20 pounds maximum with frequent lifting and/or carrying objects up to 10 pounds

	
	MEDIUM
	Lifting 50 pounds maximum with frequent lifting and/or carrying objects weighing up to 25 pounds

	
	HEAVY
	Lifting 100 pounds maximum with frequent lifting and/or carrying objects up to 50 pounds

	
	VERY HEAVY
	Lifting objects in excess of 100 pounds with frequent lifting and or carrying objects weighing 50 pounds or more

	

	Physical Demands:

	
	Not Required
	Occasional
	Frequent
	Constant

	Bending
	
	X
	
	

	Keying/Fingering
	
	
	X
	

	Hearing
	
	
	X
	

	Reaching
	
	X
	
	

	Seeing
	
	
	X
	

	Speaking
	
	
	X
	

	Standing
	
	
	X
	

	Walking
	
	
	X
	

	

DEFINITIONS
NOT REQUIRED: May be a routine part of the job, but the essential functions can be 				      performed without this activity.
OCCASIONAL:  Activity is needed to perform the essential functions of the job at random 			      intervals.
FREQUENT:      Activity is a usual and customary part of the essential functions of the job.
CONSTANT:      Activity is continually occurring and required to perform the essential 				      functions of the job.
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