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JOB DESCRIPTION 

MARKETING REPRESENTATIVE 

November 2025 

 

Job Title: Marketing Representative   

Reports to: President and Operations Manager 

Hours: Monday – Friday 8:00 am to 4:00 pm with Saturday as needed 

 (Hours or times may vary depending on location needs) 

 

Job Summary: Develop new accounts and business opportunities while expanding the business opportunities we 

have with existing customers.  

 

Duties Include (but are not limited to):   

Work with existing marketing staff to develop and execute marketing plans and programs 

Secure additional sources of wire, metal, electronics, and new materials 

Become knowledgeable on all the products we buy and services offered 

Prepare quotes and recycling agreements for clients 

Prepare flyers, post cards, brochures, newspaper articles, press releases, and other advertisements 

Assist in the customer payment office when necessary  

Assist in the determination of buying prices 

Assist in sales of materials and inter-company shipments 

Enter and maintain customer information in our CRM database  

Assist with providing details for planning logistics and recycling services with each client 

Make marketing calls in Southern Wisconsin, Northern Illinois, and Easter Minnesota 

Assist at recycling events as needed with administrative / set up functions 

 

Skills Needed: 

Ability to work independently and as part of a team 

Ability to build relationships 

Ability to persuade, influence, and negotiate and consult effectively 

Ability to plan and prioritize activities 

Capable of multi-tasking, as well as organizing and completing a wide range of tasks 

Ability to identify and change priorities as markets and corporate needs shift 

Ability to develop and implement creative strategies for marketing our business and products 

Ability to identify customer potential and needs 

Basic math and clerical skills with ability to type at least 45 words per minute 

Excellent written and verbal communication skills  

Proficient in the use of Microsoft Word, Excel, and Publisher programs 

 

Education: 

Bachelors  / Associates degree in marketing, economics, or business with a minimum 3.0 GPA 

 

Experience: 

Work experience in sales or customer service 

Advanced computer knowledge 

 

Requirements: 

Valid drivers license, transportation, and good standing driving record 

 

I have received and understand the above job description 

 

___________________                             _____________________________________________ 

             Date                                                                                Signature 


