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POSITION DESCRIPTION 
 
Job Title:    Sales Operations Manager  
Status:       Exempt 
Department:  Sales and Marketing 
 
PURPOSE: 
 
The Sales Operations Manager (SOM) is responsible for empowering the sales team with the 
processes, sales techniques, tools, and technology to maximize sales production. The SOM 
reports to the Executive Director of Sales and Marketing and is responsible for the selection, 
development, training, direction, management, motivation and evaluation of the Account 
Executives (AEs) and Sales Representatives (SRs) and holds them accountable for their 
performance. The SOM is expected to have complete knowledge and understanding of Allied’s 
products and a working knowledge of Allied’s underwriting processes including the supporting 
technology platforms.  The SOM is required to manage the workflow, assignments, and day to 
day operations of the Agent Support and Direct to Market business units. 
  
The SOM is responsible for managing the ongoing activities of the AEs and SRs to maximize 
productivity and sales production including, but not limited to, these specific responsibilities: 
  
ESSENTIAL FUNCTIONS: 
 

1. Continually refine and improve sales processes, tools, and technology. 
2. Oversee and maintain an effective and efficient sales support team, including: 

a. Ensure that all AEs and SRs are properly trained to professionally promote the 
products and services of the company 

b. Participate in the recruiting and hiring of AEs and SRs 
c. Monitor the daily activities of each AE and SR including their telephone and email 

interactions with agents, GAs, Allied National Underwriting and service staff. 
d. Ensure that the AEs and SRs are performing their tasks in accordance with the 

policies and systems of the company. 
e. Participate in developing and holding AEs and SRs accountable for specific and 

measurable performance outcomes and customer service standards. 
f. Be a resource for the AEs and SRs as necessary in their interactions with 

agents, GAs and company underwriting, claims and service staff. 
3. As necessary conduct internal and external meetings & training sessions with agents, 

GAs and office staff to support the marketing and sales process. 
4. Work directly with agents, GAs and brokers in conjunction with the AEs to manage 

cases through the quoting and underwriting process. 
5. Facilitate, as necessary, communications between AEs and Underwriting, Customer 

Service, Claims and Management. 
6. Regularly analyze, summarize, and report on competitive information across Allied’s 

sales areas, products, and distribution sources. 
7. Be prepared to participate in the organization’s annual budgeting and new business 

forecasting/goal setting processes.  
8. Report to Senior Management as required. 

 
 (Management retains the discretion to add to or change the functions of this position at any 

time.) 
 
 
 



REQUIREMENTS: 
 
1. Supervisory/management level marketing or sales operations experience in the Accident, 

Life and/or Health field preferred.   
 
2. Good interpersonal and communication skills and the ability to direct and motivate a 

department toward company objectives.  
 
3. College graduate preferred. 
 
4. Excellent face-to-face communication skills.   
 
5. Ability to speak English fluently with demonstrated operations skills.  Ability to listen to and 

question staff, to express self clearly and courteously, responding with patience, confidence 
and accurate information. 

 
6. Ability to read, comprehend, follow and give written or verbal English instructions. Ability to 

compose proper business correspondence (i.e., memos, faxes, documentation of telephone 
calls). 

 
7. Ability to withstand the stress of irate or demanding callers, varying workloads, and meeting    

deadlines. 
 
8. Working knowledge and familiarity of Microsoft Office Products, specifically Word, Excel, 

Powerpoint. 
 
9.  Demonstrated decision-making abilities. 
 
10.  Ability to create and implement departmental training standards and production and quality 

standards. 
 

11.  Ability to design, create, and provide consistent reporting on business unit statistics.   
 
12.  Ability to meet company attendance requirements. 
 
 
FACTORS IMPORTANT TO SUCCESSFUL PERFORMANCE OF POSITION: 
 
          Problem Solving                       Communication Skills 
          Analytical Ability              Interpersonal Skills 
 Creative Ability 
 
The SOM must be able to communicate in a mentoring/coaching manner with the sales staff, 
and in a professional manner with other internal staff, outside agents, and potentially, employer 
groups or employees.  Must have creative ability to develop and oversee implementation of 
ongoing training, monitoring and recognition efforts or presentation media.  Interpersonal skills 
are necessary to work in a harmonious manner with staff members and management.  Excellent 
communication skills are required to support/supervise employees and build internal and 
external relationships.  Analytical ability is necessary to analyze and report on business unit 
performance. 
 



 
PHYSICAL DEMANDS OF THE POSITION: 
 
Walking/sitting            85% of time         Interdepartmental, visiting agents/brokers.   
 
Lifting/carrying -10 lbs  <1% of time      Supplies, brochures, lap top computer, etc. 
 
Reaching           20% of time     Operate computer, telephone 
  
Speaking                   85% of time    Telephone calls, sales presentations 
Hearing       85% of time   Telephone calls, appointments with agents 
 
Seeing           100% of time        Reading computer screen, product  

   brochures, industry publications or 
analyzing data or rate proposals, etc. 

 
 
 
 
 
 
 
 
 


