
JOB TITLE: Counter Salesperson 

DEPARTMENT:  Building Materials 

REPORTS TO: Yard Manager 

  DATE UPDATED: March 25, 2018 

JOB SUMMARY 
Provides inside building-materials sales to contractors, homeowners and do-it-yourself customers that stop in 
our retail branch locations or sends in orders via phone, fax or e-mail. The Counter Salesperson is responsible 
for handling inside sales for building materials, water and sewer products, brick and decorative stone materials, 
bulk-material sales, form rentals, and accessory products that our customers require for their projects.   
 
DUTIES AND RESPONSIBILITIES 

 Answers customer questions and advises them on suitable products they can use on a project.  Accurately 
and timely enters customer orders into the Company’s order-entry system. 

 Informs customers on product preparation and application rates, unit prices, product safety information, 
and delivery dates. Contacts customers if there is a delay in shipping. 

 Manages building materials deliveries from Kuhlman retail locations.  

 Handles cash sales and reconciliation of the Daily Cash Sales Register, plus keeps track of Open Sales 
Orders and partial shipments on Sales Orders.  Processes credit-card transactions that occur at the sales 
counter. 

 Follows-up with customers after the sale to verify the products performed to the customers’ expectations or 
to answer additional questions they may have. 

 Coordinates with Kuhlman Credit Department on customers that are past due and “on hold” and that want 
to purchase product on credit at the sales counter.  

 Initiates purchase orders for direct shipment of customer orders. 

 Processes merchandise returns for our customers and our purchasing and accounting departments. 

 Handles customer complaints at the sales counter, in person or over the phone. 

 Prepares various reports for management, including cartage reports, form-rental contracts, inventory 
reports, inventory receipts, and special-order returns. 

 Replenishes shelves in the showroom with building materials, accessory items, and promotional displays. 

 May be assigned additional tasks and duties by management. 
 
REQUIREMENTS (KNOWLEDGE, SKILLS, ABILITIES) 

 Valid state driver's license. 

 Prefer a degree in business, sales or marketing, or communications.  Additional training, marketing or sales 
of construction-related materials preferred.  

 Minimum two (2) years of work experience, with construction-related experience preferred. 

 Minimum two (2) years of inside-sales experience, with building materials-related sales preferred. 

 Demonstrated ability to effectively communicate with customers in-person or over the telephone. 

 Demonstrated familiarity with cement products and their applications, such as patching material, sealers, 
forming systems, and decorative-concrete materials. 

 Be able to lift and carry products weighing up to 100 pounds. 

 Work effectively with co-workers and customers. 

 Uses effective written and oral communication skills. 
 
FOR MORE INFORMATION 

 E-mail Ken Kuhlman at kkuhlman@kuhlman-corp.com 


