YA/ UNIVERSITY of WASHINGTON

Work Study Job Description
Off-Campus Employers

Job Title of this Position

Sales Assistant

Name of Organization

Natural Choice Directory

Website

www.NaturalChoice.net

Job Location Address

1419, 104th Ave SE, Bellevue, WA 98004

Contact / Supervisor

Tammy Hung

Phone Number

425-829-8096

E-mail

tammy.hung@comcast.net

Hourly Pay Rate (indicate a range)

$10 - $14

Employment Period

Summer Only
(7/1/2009 - 9/29/2009)

Academic Year Summer & Academic Year
(9/30/2009 - 6/11/2010) (7/1/2009 — 6/11/2010)

Hours per week

Summer:

Academic Year:

|:| Full time program 40 hrs/wk E Part time program up to 19 hrs/wk

[ ] Parttime program up to 19 hrs/wk

Nature of Business or Organization:

The Natural Choice Directory is an advertising business focused on promoting a sustainable and natural lifestyle. We
advertise for businesses/services that serve the community of environmentally, health, & spiritually conscious consumers
in the Puget Sound area. The Directory is available in print and online. "Connecting those aware with those who care"
have been our sole purpose for the past 15 years.

Duties and Responsibilities:

We are seeking an energetic sales assistant to help expand our business. If you care about promoting a sustainable
lifestyle, this is your opportunity to make a difference. Responsibilities include:

* Respond to customer queries

* Review sales contracts to ensure accuracy and resolve billing issues
* Research and qualify sales prospects in existing and new territories
* Manage relationships with third party web content writers to secure content pipeline

* Update web posting

Minimum Qualifications:

* Self-motivated juniors, seniors, or graduate students
* Familiar with businesses/initiatives focused on sustainability and natural lifestyle
* Prior experience in customer service and sales support
* Experience in web content management, a plus

Educational Benefits:

* Gain direct experience in customer service
* Improve sales research capabilities through the prospecting process
* Gain editorial skills in both print and web publishing
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