
 

 

 
 
 
 

Sales Administrator 
 

 

Job Description: 
 

We are searching for a Customer Service Representative in our Richardson, Texas office. This person will assist our 
Regional Account Manager for the Northern and Southern Midwest territories.  

 

Duties to include:  

 
 Receives, enters and processes customer quotations and purchase orders. 

 Generates customer backlog reports and communicates updates to customer base as needed. 

 Tracks quote activity and follows up with customers accordingly for status. 

 Interacts with customers to answer any questions they may have relating to the products and services 
offered. 

 Investigates customer complaints and engages with internal team members for resolution. 

 Daily communication with the assigned account manager to keep them informed on daily activities and 
any significant issues. 

 Other duties as assigned by management.  

Desired Skills & Experience: 
 

 Must demonstrate excellent verbal and written communication skills 

 Efficient with Microsoft Office products and social media 

 Ability to multi-task is critical 

 Ability to work independently a must 

 Two years previous sales or customer service experience required 

 Experience in the Interconnect or Electronic distribution industry extremely helpful 

 

Job Snapshot: 

 Other Pay: Benefits 

 Pay: $15-$17 an hour 

 Employment Type: Full Time 

 Job Type: Sales, Customer Service 

 Education: High School Diploma 

 Experience: At least 2 years 

 Industry: Electronics 

 Required Travel: Not Specified 

 

 

 



 

 

 
 
 
 

Sales Administrator 
 

 

Company Description: 

CDM Electronics Inc. was founded in 1993 and specializes in the authorized distribution of interconnect products 
and the manufacturing of engineered cable assemblies. CDM is headquartered in Southern New Jersey, operating 
from a 43,000 square foot, state-of-the-art distribution and manufacturing facility. CDM maintains a 25,000 
square foot manufacturing facility in Salisbury, MD, along with a regional sales office and warehouse facility in 
Richardson, TX. In providing unsurpassed customer service and technical support, CDM has become a valued 
partner to leading military contractors, aircraft manufacturers, communications providers and medical diagnostic 
equipment leaders. 
 

In order to be considered for this position, please submit resume with salary 
requirements to:  hr4@cdmelectronics.com 

 

 

No phone calls please 
EOE 
 


