Sales and Marketing Operations Specialist

Gelco Information Network is a leading provider of comprehensive outsourced services for travel expense management and trade promotion management solutions for consumer goods manufacturers.  Gelco has an immediate opening for a Sales Operations Specialist at our Headquarters in Eden Prairie, MN.

Position Statement:

The Sales & Marketing Operations Team takes a leadership role in developing and implementing processes and support tools to enable the Sales Organization to maximize effectiveness. The Sales & Marketing Operations Specialist will have core responsibilities in driving qualified sales opportunities through the successful execution of the RFP/RFI process.  This person will also be responsible for general sales support as well as assigned projects to drive the continual improvement of the Sales & Marketing Operations group.    

Essential Functions:

The core responsibility of this position is to oversee the management and completion of technical writing projects for existing and potential Gelco clients.  This responsibility includes cross functional leadership in the development of effective processes and tools to ensure that potential clients receive the information they need to make informed decisions. This person will also take responsibility for the management of the Gelco sales support information database as well as a lead role in the successful execution of “Direct Sales” new hire training.  All members of the Sales & Marketing Operations team are required to cross train and provide back up support for other team functions such as, account reviews, training, reporting, process development, etc.  The Sales & Marketing Operations team also provides ongoing support for sales professionals and their managers.

Special Skills Required to Perform Essential Functions:

Qualifications:

The person is required to be skilled in technical writing, editing and simplification of complex topics. They should have knowledge of formatting functions and styles in Word and Excel (desktop publishing skills a plus.) They should also possess the ability to multi-task and prioritize based on rigid deadlines.

· BA/BS in business related field of study or equivalent experience required. 

· Must possess excellent written and verbal communication and editing skills.

· Ability to work in a fast-paced and varied environment, handling multiple priorities.

· Must have excellent problem solving, analytical and organization skills.

· Must have advanced knowledge of Microsoft Word and Excel, as well as working knowledge of PowerPoint.

· Ability to manage processes that involve numerous stakeholders to set priorities and meet deadlines.

· Previous sales or sales administration experience is helpful, but not necessary.

· Previous web-editing experience is preferred, but not necessary.

Required working on a personal computer an average of 7 hours per day. 

Requires frequent written and verbal communication. 

Gelco Information Network offers a competitive salary and benefits package including immediate medical and dental coverage, 401(k), bonus plan and tuition reimbursement.  To learn more about our organization visit www.gelco.com.  To apply, please email your cover letter, with salary requirements, and resume including requisition #022-07 in the subject line of your email, to careers@gelco.com, or mail your cover letter with requisition number and salary requirements and resume to:

Gelco Information Network

Attn:  Corporate Recruiting

10700 Prairie Lakes Drive

Eden Prairie, MN 55344

EOE/AA

NO AGENCIES or PHONE CALLS PLEASE

NO RELOCATION ASSISTANCE AVAILABLE

