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SUMMARY OF DUTIES 
 
JOB TITLE:  Technical Sales Coordinator DEPARTMENT: Sales and Marketing 

REPORTS TO:  Vice President of Sales  LAST REVISION DATE: May 20, 2026  

PAY RANGE: $50,000 - $55,000 

   
SUMMARY  

The Technical Sales Coordinator plays a crucial role in bridging the gap between the customer requirements / orders and 

the production processes. This position requires a blend of application engineering, customer service, and strong 

communication skills to effectively understand and relay customer needs to the production team. The primary 

responsibility of the Technical Sales Coordinator is to facilitate the smooth transition of customer orders into production, 

ensuring customer satisfaction and efficient product delivery. 

   
PRIMARY RESPONSIBILITIES  

• Determine unit quantities by reading building construction plans and performing a take-off for units and risers. 

• Verify quantities shown on construction plans match quantities entered into pricing program. 

• Work with engineering to finalize special engineering requests prior to an order being released to production. 

• Work with engineering to ensure special drawings are included in necessary submittal documentation.  

• Reviewing new orders for proper information to schedule job into production. Work with representative to obtain all 

necessary information to complete production forms. 

• Assist with final pricing for all projects after orders submitted via electronic pricing program. 

• Train and/or assist, where necessary, customers completing production configuration forms. 

• Assemble and send final record submittal to customer. 

• File electronic copy of record submittal, final price quote, purchase order, and other relevant information in project 

folder on company network. 

• Enter order line-item part numbers and pricing into Visual manufacturing system. 

• Work closely with the production team to ensure timely and accurate production of customer orders. 

• Monitoring production timelines and resolving any issues or delays that may arise during the production process. 

• Coordinate with production control to ensure projects are scheduled to meet customer requested ship dates and 

communicate those dates to the customer. 

• Responsible for tracking and monitoring all orders as they progress through the production process. 

• Send weekly status reports to keep customers informed of production status and expected shipping dates. 

• Monitor account receivables for customers with upcoming shipments to ensure customer accounts are kept current as 

reported by accounting.  

• Assist Outside Sales with special freight quotes. 

• Prepare customs documents for international shipment of product, as well as sales and marketing material for 

international company events. 

• Assist customers with price quotations when necessary. 
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• Maintain historical project database on a monthly basis to ensure it is kept up-to-date. 

• Complete monthly AHRI shipment reports via online reporting tool. 

• Other duties as assigned. 

 

KNOWLEDGE AND SKILL REQUIREMENTS   

• Must be proficient at reading building construction plans. 

• Knowledge of water-source heat pumps and chilled water fan coils. 

• Proven experience in technical sales, preferably in a manufacturing environment. 

• Strong technical aptitude and ability to understand complex product specifications and manufacturing processes. 

• Excellent communication and interpersonal skills, with the ability to effectively engage with customers and internal 

stakeholders. 

• Solid organizational skills and attention to detail, with the ability to manage multiple tasks and priorities 

simultaneously. 

• Proficiency in CRM software and other sales and production management tools. 

• Demonstrated problem-solving skills and ability to navigate complex customer requirements. 

• Leadership qualities with the ability to inspire and motivate cross-functional teams. 

• Flexibility and adaptability to thrive in a dynamic and fast-paced work environment. 

• Bachelor's degree in Business Administration or related field. 

 

To for this Whalen position, email Cover Letter and Resume to Human Resources: hr@whalencompany.com. 
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