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Sales Assistant 
 Reports to Sales Manager 

 

Summary  

As our Sales Assistant, you will have an opportunity in learning how to sell a superior product all 
around the United States and worldwide by supporting an exponentially growing company. We 
are seeking an individual who is dynamic and fast learning. This individual must have an 
absolute commitment to excellence and attention to detail. You will work closely with our Sales 
Team, especially supporting our Client Guides to assist our Clients from initial inquiry to an 
official order. 
  
Employment at Eickhof Columbaria Inc. is about being a part of something bigger. It’s about 
being on a team inclusive of individuals with the highest levels of loyalty, honesty, and integrity. 
It is about exceeding customer expectations daily by taking a true interest in their needs. 
  
This is the perfect job for people who would like to enter the exciting world of sales. We are 
looking for an optimistic, motivated, outgoing individual who knows how to work well in a team 
environment and has a passion for surpassing expectations. You will be responsible for assisting 
Eickhof Columbaria Inc. in its sales operations by efficiently and effectively performing sales 
administrative tasks and projecting a professional company image through in-person, phone 
communication, and written interaction. 

You will be responsible for the administrative support of Eickhof’s Client Guides. Supporting 
Client Guides includes activities such as fielding initial inquiries, managing tasks in Salesforce 
(CRM), mailing physical materials, and ensuring the logistical success of our attendance and 
preparation at trade shows. The Sales Assistant is an instrumental piece to the success of our 
Sales Team and superior client service. 

Professional Qualifications 
Education 

• Minimum High School Diploma 
• Preferred College Degree related to Liberal Arts, Business 

Assistant Skills 

• Knowledge of Microsoft Office Suite 
• Computer Literate 
• Experience Using Salesforce 

 

Other Skill Sets 

• Organizational Skills 
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• Communication Skills 
• Technical Skills 
• Entry-Level Sales Skills 

 

Other Preferred Skills 

Preferred skills or experience in computer aided drafting, construction, fabrication, design, 
architecture, or landscaping. 

Duties & Responsibilities include the following (other duties may be assigned) 

• Become proficient and well versed in our CRM platform, Salesforce. 
• Record tasks and give reminders to Client Guides. 
• Assist Client Guides in communicating with their clients. 
• Input client profile upon receipt of initial inquiries. 
• Field incoming calls. 
• Update project pipeline and project stages to reflect the most up-to-date information. 
• Gather Client Guide slide decks and presentation materials. 
• Mail and distribute marketing materials as needed. 
• Be willing to answer customer service questions. 
• Attend and participate in the weekly Sales meeting. 
• Set up Zoom calls and other appointments for Client Guides. 
• Book travel accommodations (airfare, lodging, rental cars) for Client Guides. 
• Assist with convention planning and packing. 
• Prepare marketing materials for yearly conventions and expositions. 
• Send Warranty & Thank You packets per receipt of contracts. 
• Track inventory of Niche Models and other marketing materials. 
•  Print & bind various brochures and catalogs for marketing use. 
• Help Sales Manager produce the annual Sales Report. 
• Build awareness of our Urn & Inscription services among new and existing client pools. 

 

Eickhof Columbaria Core Values 

• Positive Attitude – Ask “Why Not?” before we ask “Why?” 
• Achieve Excellence – Good is not enough. 
• Integrity – Do what is right, not what is easy. 
• Caring About the Customer – Do what is right for the Customer. 
• Teamwork – No one does this alone. 

 

About Eickhof Columbaria Inc.  

Eickhof Columbaria has spent over 35 years developing a better way to engineer, design, and fabricate columbaria. 
Columbaria are above ground granite structures for the final resting place of cremated remains. We have an attitude 
that fosters a company culture of constant improvement and that attitude, along with our experience is the reason we 
have columbaria in nearly all 50 states. They’re installed at churches, cemeteries, higher learning institutions, 
retirement communities, homesteads, and Buddhist temples.  

 

To apply, please send a resume and cover letter (specific to this position at Eickhof 
Columbaria) in PDF format to info@eickhofcolumbaria.com. 

mailto:info@eickhofcolumbaria.com

