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Position Title: Inside Sales Coordinator Date: 4/11/2018 

Position Reports To: VP of Sales 

Division/Unit: Sales Group/Dept.: Sales 

Location: Rosemount, MN 
 

Who are we looking for? Knowledge and experience required:  
 

 Bachelor level degree with a major in economics, business, marketing, or a related function 
preferred 

 Prior work experience in sales and/or customer service 

 Must be detail oriented, adaptable and flexible regarding work requirements 

 Excellent communication skills, strong presentational, organizational and interpersonal skills 
required 

 Must have an insatiable appetite for knowledge and the ability to fearlessly ask questions 
until a process is fully understood 

 Team Player with ability to function efficiently in a multi-tasking environment 

 Must be an innovative self-starter and able to work independently 

 Must be detail-oriented, highly organized and able to prioritize workflow daily 

 Strong PC skills with experience of Windows, Excel, PowerPoint 

 Fluent in spoken and written English 

 Ability and desire to travel on occasion 

 Live and model daily our core values, which are: 
o We put Safety and People First 
o We always demonstrate Respect, Honesty, Integrity 
o We are People Who Care and practice Servant Leadership 
o We have a Passion for Growth and Continuous Improvement 

 

Principal Responsibilities –  

 

 Establish, develop and maintain customer relationships by creating a personal connection.  

 Respond to emails and phone calls in a timely manner for customer quotes, releases, 
inquiries, problems or opportunities.  

 Problem solve with internal and external partners to resolve issues in a timely manner.  

 Track market dynamics and effectively communicate implications to customers.  

 Manage sales order process, including customer releases and demand forecast. 

 Collaborate with production and procurement to ensure customer needs are met. 

 Manage shipping paperwork flow including required customer ASNs, certifications, customs 
paperwork and invoices. 

 Manage logistics and safety stock for customers in offsite warehouses. 

 Manage customer toll settlements and reconcile monthly with customers.  

 Prepare month end inventory updates from all offsite warehouses to provide to accounting.  

 Work with accounting by meeting weekly to discuss customer credit issues.  
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Work Environment  

 

The position has frequent interaction with departmental leaders, functional managers, supervisors, 
suppliers, customers, and logistics providers.  The environment is fast paced, and requires someone that 
is focused and able to multi-task effectively and efficiently day in and day out.  Many of the daily tasks, 
once learned, are autonomous in nature. Intuitive problem solving is essential to be successful in this role. 
This person must have a take charge approach and be a self-starter that can see the big picture and act 
on day to day issues to ensure progress is being made and all members of the team are getting help when 
needed.   
 

About Spectro Alloys 

Spectro Alloys Corporation operates one of the highest efficiency aluminum recycling plants in the United 
States. Since 1973 we've been servicing large, medium and small foundries and die casters who turn to us 
for their high quality aluminum alloys. The aluminum recycled at Spectro Alloys is shipped to regional die 
casters and foundries where it is made into new products like lawn mower engines, ATV components, car 
parts and more.  
 
We offer a full range of AA specification die cast and foundry alloys, as well as lower cost alternatives like 
NASAAC and RSI. We service customers regionally and internationally, from one stack at a time to dozens 
of loads per week. Additionally, our technology and expertise enable us to fit the chemistry of each alloy 
to your individual requirements. Constant improvements in all steps of our process - from scrap 
segregation, sorting, shredding and drying, to continuous casting - have made us leaders in the aluminum 
recycling process. 
 

Careers at Spectro Alloys 
 
High quality employees are the backbone of Spectro Alloys. Across our company - from manufacturing to 
quality assurance to sales - our people have an average of 15 years of experience. We keep good people 
because we treat them right. We offer competitive salaries, profit sharing, tuition reimbursement, 
ongoing training programs, and even grants for education for our employee's family members. 

 


