
Pella Windows & Doors Mountain West 
 

Sales Support Coordinator 
 
Summary: 
 
This position supports the outside sales team to achieve and exceed sales goals and is a highly administrative 
support role. Responsibilities include preparing proposals, orders, reports, customer follow-up and assisting sales 
consultants in achieving and maintaining excellent customer satisfaction. 
 
Major Responsibilities: 
 

• Administers, verifies, and submits accurate product orders by communicating with sales consultants and 

customers, and having sound knowledge of Pella products, systems, and procedures. 

• Formulates product proposals by effectively and accurately sizing rough openings and blueprints, communicating 
with customers and utilizing automated systems. 

• Verifies contracts/proposals to ensure the correct product is ordered, built, and delivered to the customer. 

• Assists in calling and following-up on leads, processing customer requests, service and change orders. 

• first point of contact for the showroom customer walk-ins and call-ins; demonstrating product to customers and 
educating them on Pella offerings. 

• Performs basic blueprint take-offs by accurately reading and interpreting client blueprints. 
 
Qualifications: 
High School Diploma or GED, and 1 year customer service or general business experience is highly preferred.  Prior 
knowledge of general construction applications and terminology and/or window and door applications or components 
is desirable. Proficiency with Microsoft® Word, Excel, Outlook and PowerPoint software applications. Expected to 
develop proficiency in Pella proprietary software. 
 
Pella Corporation is an innovative leader in creating a better view for homes and businesses by designing, testing, 
manufacturing and installing quality windows and doors for new construction, remodeling and replacement 
applications.  Founded in 1925, Pella Corporation is a family-owned and professionally managed privately-held 
company, known for its history of innovation, manufacturing outstanding products, providing quality service and 
delivering on customer satisfaction. 
 
Pella Windows & Doors is an Equal Opportunity Employer and is committed to workforce diversity. Post-offer, pre-
employment background check and drug screen required. 
 
Send your resume to careers@pellamw.com and learn about your future as a team member at Pella Mountain West!  
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