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What We Do 
Krownlab is recognized for its innovative, world-class architectural hardware. Our award-winning products are American-made, 
developed and assembled in our NW Industrial headquarters, and shipped worldwide. Learn more at Krownlab.com.   
 
Job Description 
The Sales Coordinator works closely with the National Account Manager. The primary focus of this position is to ensure a positive 
experience for all Krownlab customers.  As the hub for inbound sales, the Sales Coordinator balances a variety of demands 
efficiently, embodies responsive action, and uses accurate and effective communication. 

Responsibilities 
• Process quotes and orders that come in through our website, our office, by email and by phone. 
• Manage returns, exchanges and payment authorizations. 
• Provide competent, comprehensive, and timely technical support. 
• Develop relationships with sales accounts and seek new opportunities. 
• Compile orders and process shipments. 
• Relay customer insights to the National Account Manager and the rest of the team. 

 
Competencies 

• Detail Oriented:  You have a keen eye for details but you don’t get lost in them.	 
• Organized:  You are highly organized, and therefore understand the need to constantly focus on this.  
• Product Awareness:  You are mechanically inclined and have an interest in—and an understanding of—how things work.  
• Time Management:  You are dependable and have the ability to work efficiently to stay on task and schedule. 
• Highly Adaptable:  You can shift gears without losing momentum and able to work within business scheduling needs. 
• Self-Starter:  You are able to take initiative in order to manage your time and successfully perform your work. 
• Positive:  You are positive, honorable, and self-aware. You embrace challenges and find ways to improve outcomes. 
• Teamwork:  You can successfully operate independently and in a group. You bring energy and seek team engagement. 

 
Requirements  

• 2+ years working in a customer-facing environment. 
• Bachelor’s degree or equivalent level of educational experience, and able to fluently communicate in English. 
• Ability to lift 60 lbs. with assistance and utilize fine motor skills for prolonged periods of time.   
• Strong general desktop and smartphone skills with full proficiency in MS Word, Excel, PowerPoint, and Outlook. 
• Experience in QuickBooks and Salesforce is not a requirement, but a big plus. 
• You are able to read and understand dimensional drawings. 
• You are able to have fun while still getting work done.  

 
Why You’ll Love Working Here 

• Fun-loving, hardworking, and professional work environment with high expectations. 
• Friendly, small, and highly motivated team in a beautiful creative office environment.  
• Competitive pay and generous performance incentive bonus plan. 
• Complete benefit package for full time employees, including: 

Excellent holiday and paid time off.  
Retirement saving plan with employer match. 
Optional and affordable health, dental, vision and life insurance. 

 
Position 
This is a full-time exempt position. Company hours are Monday through Friday from 8:30am to 5:30pm. Base salary range starts at 
$36,000 per year and is highly dependent upon skill level and experience. 
 
Contact 
Interested? Email your resume to HR@Krownlab.com with the subject line “Sales Coordinator”. We look forward to hearing from 
you.  


