
 

                           

Job Posting 

Location: Kirkland  

Job title:  Sales Support Specialist 

Reports To:  Senior Vice President, Commercial Services 

Type of Position: 
Exempt, full-time  

Salary: 
 DOE 

Posting Period: 
 

Purpose of Position: 

This team member plays a vital role in ensuring quality and timely execution of major projects and 
administrative tasks specific to supporting the Wave Commercial channel.  Responsibilities specific to sales 
support will be the primary goal, including reporting and monitoring the efficiency and performance of the 
Commercial team while also continuously looking for opportunities for improvement.  Provide operations 
support for the channel and to the Senior Vice President of Sales ranging from complex to routine projects and 
tasks to ensure the Small Business and Enterprise teams implement business plans, reach various goals and 
metrics, and maintain a focus on maximizing customers’ and employees’ satisfaction.     
 

Responsibilities: 
 Support day to day activities of regional groups 

 Provide guidance to Regional Sales Managers regarding processes and procedures 

 Throughout the interaction with management and staff, this specialist will continually look to ensure team 
adoption of new processes and company standards, while advising on new team standards within the channel 

 Support RSM regions with the hiring process and liaison with HR  

 Staffing analysis with recruiting, training, headcount issues and work volume via staff tracking report 

 Create and maintain multiple sales reporting dashboards while looking to improve/expand upon the data 
requested by the SVP.  These will include but not be limited to: weekly channel sales updates, month end 
performance results and sales rep stack rankings, incentive performance reporting 

 Assist in the migration and team adoption of the new CRM system which includes managing the reporting and 
dashboards as well as various administrative needs which arise.    

 Assist with lead generation and plant mapping project and manage the integration of these with CRM 

 Manage the process of, and perform all Small Business and Enterprise commission audits and work with payroll to 
ensure commission payout is accurate and on time.   

 Provide SVP with analysis and suggestions of M&P documentation and improvements; and assist with 
implementation when needed 

 Plan, coordinate and assist in the execution of the Commercial channel participation in local community events 
and ensure logistics are managed for each event. 

 Manage premium merchandise inventory levels 

 Provide assistance in coordination of Business Solution event sponsorship and participation. 

 Assist with documentation for budgets and forecasts  

 Assist in development of business plans and presentations  

 General administrative/ executive assistance including but not limited to: executive travel and expense 
management , conference planning/management, event registration/planning, creating various ad hoc 



presentations and reports 

Qualifications: 

 Bachelor's Degree  

 Experience in Telecom desired 

 Strong knowledge in CRM systems, Microsoft Office software, information systems , and organizational 
development 

 Professional demeanor, articulate, good listener, and conflict manager 

 High energy person with a strong willingness to complete difficult and multiple work assignments.  

 Proficient PC skills, Strong interpersonal skills and professional writing skills are essential. 

 Must be able to work a variety of hours and accept extended schedules 
 

 Diverse Workforce / EEO: 
Wave recognizes and strongly supports the benefits of a diverse workforce, and strives to provide a culture that 
recognizes the unique contributions of each of our employees.  Wave requires a drug test, background check, 
employment, and education verification as conditions of employment.  Wave Broadband is an equal 
opportunity employer and will consider all qualified candidates regardless of race, color, religion, national 
origin, gender, age, marital status, veteran status, and the presence of a non-job related handicap or disability, 
or any other legally protected status. 
 

To Apply:  
Interested candidates may send a cover letter and resume to hrmgr@wavebroadband.com 
(please include the job title and location in the subject line of your email) 
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