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Manufacturer Representative Firm Intern Position Description

The objective of any successful internship program is to aid in the recruitment and evaluation of potential employees. To help attract the next generation of sales representatives we must offer students a chance to experience our industry first-hand. 

On the following pages we provide a position description that your firm may use when advertising for a new intern.  

This document should be edited so it reflects the nuances of your firm and the position you have created.  While the entire document may be edited, we have placed blanks that require details specific to your firm.

Intern Position 
Professional Electrical Sales Internship Program:

The key to succeeding after graduation is experience. Employers want it and with an electrical sales internship, you’ll have it. Spending a semester with a sales agency is a chance to experience the world of selling firsthand — and could be the first step toward your professional electrical sales career.
Company Overview: 

___________ (name of firm) is a_____________ (firm location)-based electrical manufacturers’ representative agency serving ___________ (territory) on behalf of industry-leading manufacturers.  As the local ___________ (sales or sales and marketing) agent for these manufacturers, we are responsible for driving brand preference and customer demand for their products.  
The electrical market is well-established and offers a diverse set of customer and product experiences.  Our sales are primarily business to business, repeating sales, to an established account base.  We provide both inside and outside sales support to our customers. _____________’s (name of firm) mission is to blend our experience with unequaled customer service and responsiveness to our customers’ needs. We strive to become their first choice by remaining dedicated to excellence in everything we do.
Office Hours:  

Monday-Friday, 10am-5pm (flexible schedule available) 

This will vary with the position- summer internship vs academic internship.
Schedule: 

Approximately 12 hours per week during standard office hours, 2-3 days per week.

This will vary with the position.
This internship will provide the opportunity to:

· Learn the operation of a sales agency

· Learn technical sales and customer service skills

· Learn negotiating strategy

· Utilize Customer Relationship Management (CRM) software

· Get introduced to the electrical industry

· Gain exposure to different types of local customers

· Visit and tour an electrical manufacturing facility

You will perform the following tasks:

· Participate in training exercises and customer presentations

· Interface with inside and outside sales teams in support of customer needs

· Prepare quotations and price products

· Maintain special pricing authorizations and blanket quotations

· Process purchase orders and interface with our manufacturers

· Perform Customer & Opportunity Maintenance using CRM software

· Shadow outside sales reps during visits to local customers

· Calculate commissions and track sales performance

· Participate in special projects in support of management

Requirements:
· U.S. citizenship
· Positive attitude

· Excellent work ethic

· Strong organizational skills with attention to detail

· Ability to communicate effectively & thrive in team-based settings

· Adeptness to work in a fast-paced and constantly changing work environment

· Excellent verbal and written communication skills

· Willingness to invest time training on new products, solutions, and software

· Strong computer skills: Excel, Microsoft Word, Access, and Outlook

Preferred Candidates will Poses the Following Qualities:

· Senior-level student

· GPA of 3.0 or higher

· Classroom leadership
· Campus activity/organizational participation
· Strong desire to pursue a career in sales/marketing after graduation

General Provisions:

· This job description does not constitute nor should it be construed as a promise of employment or as a contract between ________ (name of firm) and any of its interns or employees. 
___________ (name of firm) at its option, may change this job description at any time without prior notice.
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