Inside Sales & Order Fulfillment Coordinator
Classic Automation LLC - Webster, NY

Full-time Position | Day Shift | Monday to Friday

About Classic Automation

Classic Automation, LLC is a leading supplier of industrial automation parts and repair
services that help keep the world’s production running! We help manufacturers extend the
life of their systems by providing high-quality legacy components and expert support. Our
team thrives on precision, innovation, and customer satisfaction!

Position Overview

This full-time role involves supporting customers with quotes, sales orders, and inquiries
while coordinating order processing, shipping, and logistics. Ideal candidates have 1-2+
years of experience in inside sales, customer service, or order fulfillment, strong
communication skills, and proficiency with CRM/ERP systems.

Key Responsibilities

e ¢ Respond to inbound customer inquiries via phone, email, and web portal

e e Prepare and follow up on quotes, sales orders, and customer requests

e ¢ Build and maintain strong relationships with clients and vendors

e ¢ Collaborate with the sales and marketing team to identify upselling opportunities
e e Maintain accurate records in CRM and ERP systems

e ¢ Process and validate customer orders for accuracy and inventory availability
e ¢ Coordinate with warehouse staff for packing and shipping

e o Schedule pickups and deliveries with logistics providers

e ¢ Track shipments and provide timely updates to customers

e « Resolve order discrepancies and ensure customer satisfaction

Required Qualifications

Education & Experience:

e « High school diploma or equivalent (Associate’s or Bachelor’s degree preferred)
e o 2+ years of experience in inside sales, customer service, or order fulfillment

Technical Skills:

e o Proficiency with CRM/ERP systems and Microsoft Office Suite
e o Ability to multitask and prioritize in a dynamic environment
e o Familiarity with industrial automation or electronics is a plus

Soft Skills:



e o Exceptional verbal and written communication skills

e o Strong problem-solving and critical thinking abilities

e o Customer-focused mindset and interpersonal skills

e e Flexibility to adapt to changing market conditions and business needs

Benefits Package

¢ Health insurance with generous employer contributions
e ¢ Dental insurance

e ¢ Paid vacation and holidays

e ¢ 401(k) with company matching

e ¢ Paid time off

Application Requirements

If you meet the requirements and are excited to join a growing team, please apply
immediately.

Classic Automation is an equal opportunity employer committed to workplace
diversity.Krista Schiesser
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