COMMONWEALTH OF KENTUCKY

CLASS SPECIFICATION

	CLASS TITLE:  SALES REPRESENTATIVE

	TITLE CODE:  8192
	GROUP:  COMMUNICATIONS AND PROMOTIONS

	SELECTION METHOD:  100% QUAL      REV. 05-08
NO. TEST QUESTIONS:  

SELECTION ID:  8889               EXAM NO.:  
	SALARY:  (MIN-MID)  $2670.20 - $3554.70
GRADE:  13
SPECIAL ENTRANCE RATE:  No

	POSITIONS IN THIS CLASS GENERALLY REPORT TO:  VARIES

	PRIMARY USER AGENCY:  DEPARTMENT OF CORRECTIONS  AND THE DEPARTMENT OF PARKS 

	

	CHARACTERISTICS OF THE CLASS:  CHARACTERISTICS OF A CLASS ARE GENERAL STATEMENTS INDICATING THE LEVEL OF RESPONSIBILITY AND DISCRETION OF POSITIONS IN THAT JOB CLASSIFICATION.

	Conducts outside sales calls, based on products or services to be sold, on businesses, groups, associations, reunions, city, county and state government agencies, school districts etc. to generate business for Kentucky State Government agencies such as the Department of Parks and The Department of Corrections, Correctional Industries.   Monitors customer satisfaction; and performs other duties as required.


	MINIMUM REQUIREMENTS:  MINIMUM REQUIREMENTS ARE COMPREHENSIVE STATEMENTS OF THE MINIMUM BACKGROUND AS TO EDUCATION, EXPERIENCE, AND OTHER QUALIFICATIONS WHICH WILL BE REQUIRED IN ALL CASES AS EVIDENCE OF AN APPOINTEE'S ABILITY TO PERFORM THE WORK PROPERLY.

	EDUCATION:  Graduate of a college or university with a bachelor’s degree.

	

	EXPERIENCE:  None  

	

	SUBSTITUTION CLAUSE: 

	

	EDUCATION:  None

	

	EXPERIENCE:  Experience in outside sales will substitute for the required education on a year-for-year basis.

	

	SPECIAL REQUIREMENTS:  (AGE, LICENSURE, REGULATION, ETC.) 

Must possess a valid driver’s license.


POST EMPLOYMENT REQUIREMENTS:  EMPLOYEES IN THIS CLASS WILL BE REQUIRED TO OBTAIN CREDENTIALS OUTLINED BELOW WITHIN A REASONABLE TIME, OR IF EMPLOYEES POSSESS SUCH CREDENTIALS AT THE TIME OF HIRE THEY WILL BE REQUIRED TO MAINTAIN THOSE CREDENTIALS SO LONG AS THEY ARE EMPLOYED IN THIS CAPACITY.  IT IS THE RESPONSIBILITY OF THE EMPLOYING AGENCY TO VERIFY THE ATTAINMENT AND/OR MAINTENANCE OF THESE CREDENTIALS, TO REMOVE FROM THIS CLASS ANY EMPLOYEE WHO DOES NOT ATTAIN OR MAINTAIN THESE CREDENTIALS, AND TO ASSURE THAT ANY EMPLOYEE WHO PERFORMS THESE FUNCTIONS, WITHOUT REGARD TO THE CLASS THEY ARE IN, HAVE THE APPROPRIATE CREDENTIALS.
 Must maintain a valid driver’s license for the length of employment in this classification.

	EXAMPLES OF DUTIES OR RESPONSIBILITIES OF THE CLASSIFICATION:  EXAMPLES OF DUTIES OR RESPONSIBILITIES ARE NOT TO BE CONSTRUED AS DESCRIBING WHAT THE DUTIES OR RESPONSIBILITIES OF ANY POSITION SHALL BE AND ARE NOT TO BE CONSTRUED AS LIMITING THE APPOINTING AUTHORITY'S ABILITY TO ADD TO, OR OTHERWISE ALTER THE DUTIES AND RESPONSIBILITIES OF A POSITION.  THE USE OF AN INDIVIDUAL EXPRESSION OR ILLUSTRATION AS TO DUTIES OR RESPONSIBILITIES SHALL NOT BE REGARDED AS EXCLUDING ASSIGNMENT OF OTHERS NOT MENTIONED WHICH ARE OF SIMILAR KIND OR QUALITY.


Performs outside sales calls on businesses, groups, associations, reunions etc. to book meetings, conventions, training seminars, sell products and/or other functions.  For the Department of Parks books group reservations for lodging, food, available meeting space, special equipment and/or activities.  Sells gift certificates to companies as incentives.  After the sale, introduces customer to Park Lodge Sales and Catering Coordinator.  Arranges for outside entertainment, supplies, and other items required by client.  For the Department of Corrections, sells products and services produced by inmates at plants located in state operated prisons, including office furniture and seating, metal products, printing, data entry, Braille transcription, embroidery/silk screening, mattresses and bedding, custom wood products, upholstery, modular workstations and panel systems, moving services and wood and metal refurbishing.  Provides on site space planning and design consultations with clients and follow-up customer service as needed.  For all agencies utilizing this classification, monitors visitor satisfaction by keeping close contact with customer.  Conducts follow up review with customer to insure customer satisfaction.  Resolves billing errors.  Performs other duties as necessary.    Provides potential customers with displays or advertisements of available products.  Answers customer questions concerning products, services or any particular customer problem.  Prepares and processes customer orders.  Resolves problems with product delivery, service delivery or product specifications.  Prepares periodic sales reports and records.

	TYPICAL WORKING CONDITIONS AND UNIQUE PHYSICAL REQUIREMENTS:  INCUMBENTS IN THIS CLASSIFICATION WILL TYPICALLY PERFORM THEIR PRIMARY JOB DUTIES UNDER THESE CONDITIONS, HOWEVER, THESE CONDITIONS MAY CHANGE ON OCCASION IN PERFORMING THE DUTIES OF AN INDIVIDUAL POSITION.


Work is primarily out of the office making sales calls.
	ADDITIONAL REQUIREMENTS:  


Applicants and employees in this classification may be required to submit to a drug screening test and background check.  

	DATE CLASS ESTABLISHED:  01/16/2005
	DATE OF LAST REVISION:  02/24/2006

	THE COMMONWEALTH OF KENTUCKY DOES NOT DISCRIMINATE ON THE BASIS OF RACE, COLOR, RELIGION, NATIONAL ORIGIN, SEX, AGE, DISABILITY, OR VETERAN STATUS IN EMPLOYMENT OR OTHER PROVISION OF SERVICES.  REASONABLE ACCOMMODATIONS ARE PROVIDED UPON REQUEST.


