	Sales Support Specialist I
About MPAY
MPAY, Inc. provides strategic business solutions to employers and trusted advisors throughout the U.S.  MPAY presents a variety of programs, from referral relationships to business process outsourcing, to a wide range of industries including benefits and insurance, accounting, financial advising, H.R. consulting, and more. MPAY also offers direct services including payroll processing, time and labor management, and benefits administration to streamline processes, improve productivity, and simplify administration, allowing employers to get the most out of their workday.

MPAY is headquartered in Waltham, MA and has offices in Huntersville, NC, Peoria, IL and Roanoke, VA.  We are looking for individuals who love a fast paced yet fun environment, want to learn and grow and love being part of a team.  

MPAY is currently seeking qualified candidates for the position of:

Sales Support Specialist I
Sales Support Specialist I is responsible for providing assistance in the implementation of all key sales operations.
Essential Duties
· Responsible for  learning and understanding system functionality including SFA, CRM and Database tools 

· Delivers sales and activity metrics as assigned

· Utilizes Lead Generation Tool to locate leads and assigns to Business Development Managers as needed

· Assists with maintenance of Sales Resource Center

· Assists with and edits Sales Order Tool as needed

· Assists with marketing campaigns and associated email blasts as assigned

· Assists Business Development Managers with Microsoft applications including: Outlook, Word, Excel, PowerPoint, SharePoint, etc.

· Assists in the communication and training of new sales processes, procedures, and policies to the Sales team

· Assists Sales Management with organizing, tracking, and analyzing progress for all sales projects

· Assists with new product releases including communications, proper documentation, and training

· Other duties as assigned

Qualifications

· Four-year degree in Communications or Marketing required
· Service Bureau experience recommended

· 1- 2 years experience in marketing or sales support recommended

· A demonstrated commitment to customer service

· The ability to maintain, in the strictest confidence, information received concerning confidential matters

· Excellent oral and written communication 

· Excellent organization skills

· Able to work autonomously and with excellent time management skills

· Computer system proficiency

· Ability to work with others in a team environment is required

· FPC certification required within 18 months of hire/transfer/eligibility

If a healthy work life balance and excellent benefits including full medical, dental, health savings, retirement plan with employer match are important to you please submit your cover letter and resume in PDF format to: careers@mpay.com.  Please reference “Job Code SSS-01.”  
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No correspondences from placement agencies will be accepted or considered.

Relocation costs not provided.

No phone calls please.
	


