
 
 

Sales Associate  
 

Island Press, an environmental communication non-profit, seeks a Sales Associate to 

plan, develop, and execute  sales activities  for  front and backlist titles, conferences, 

events, special sales, and manage commission sales force daily activity and sales 

support for key accounts in tandem with the VP Director of Marketing and Sales. S/he 

will be responsible for topline reporting for departmental and company use as well as 

additional sales analysis when needed.  S/he will work closely with VP Director of 

Marketing & Sales, Marketing Manager, Publicity Manager, and Publicity & Marketing 

Associate, as well as with the Communications and Development departments to fully 

incorporate the outreach efforts as listed below. 

 

 

Essential Duties and Responsibilities  

 

Sales 

 

� SALES OUTREACH: manage sales outreach for growth opportunities; identify 

new accounts and/or special markets, and growth potential for existing accounts. 

Present new titles to key accounts to secure buy-ins. Develop and collaborate on 

book specific sales campaigns. Prepare reports of sales channels as needed. 

 

� EXHIBITS: plan and execute exhibit presence, to include conference expos, 

author events, co-ops, and semi-annual sales conferences with commissioned 

sales teams. Identify opportunities and/or coordinate with 

editors/authors/commissioned sales teams for promotional materials, outreach, 

book sales, logistics, and order processing with budget and cost-saving in mind. 

Prepare reports of sales and expenses for each and provide analysis and 

recommendations for improvements.  

 

� AUTHORS: solicit and communicate information from and to authors about 

promotional activities for books. Identify and coordinate special sales 

opportunities, promotions, and association relationships.  
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Project Management 

 

� COMMISSIONED SALES: manage relationships with commissioned sales teams, 

domestic and international. Communicate media, events, etc. and provide with 

new title data and promotional materials. Prepare and distribute seasonal sales 

kits and other materials as needed. Prepare and distribute commission reports 

and submit appropriate paperwork to finance department for payments.  

 

� INTERNATIONAL DISTRIBUTORS: manage relationships and sales activity 

with international distributors. Manage and coordinate stock availability and 

overstock, and shipping costs. Manage international print-on-demand programs. 

Communicate media, events, etc. and provide with new title data and 

promotional materials. Prepare reports on international activity as needed. 

 

� DATA: update and distribute data to appropriate parties as needed for new 

titles, back list title changes, and to initiate promotions. Upload ebook files as 

needed. Make title status changes in title database. 

 

� REPORTING: prepare and distribute regular updates to team and senior 

management on sales activities, upcoming events, projects, or other 

important/relevant information. Manage administrative and accounting task 

associated with outlined responsibilities. 

 

� FULFILLMENT: prepare and process special orders with distribution center, 

including exhibit, commissioned, and bulk sales. Manage comp copy standing 

orders and submit to distribution center. Coordinate drop shipments from 

printer as needed. 

 

� MANAGEMENT: provide guidance to Publicity & Marketing Associate to 

complete responsibilities associated with sales activities. 

 
 

Qualifications & Experience 

 

The ideal candidate with have a bachelor's degree and related experience, or an 

equivalent combination of education and experience. Candidates should have 

experience in publishing or a related industry; possess excellent organizational, 

communication, and analytical skills; and possess an ability to prioritize and react 

quickly and intelligently to logistical, scheduling and other challenges. This position 

requires travel. 
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Computer Skills            

 

To perform this job successfully, an individual should have proficiency in Microsoft 

Word, Excel, and PowerPoint, and the Internet. Knowledge of PC platforms is helpful. 

 

Compensation & Benefits 

 

� Salary commensurate with experience 

� Smart casual dress code 

� Limited flexible scheduling 

� Three health plan options through CareFirst HealthyBlue – HMO fully funded 

by Island Press for employee-only coverage 

� Dental insurance through MetLife - 100% employer-paid, employee-only 

� Life insurance and Accidental Death & Dismemberment insurance through 

MetLife - 100% employer-paid 

� Short and Long-term Disability coverage through MetLife - 100% employer-paid 

� Flexible Spending Accounts for medical and dependent care expenses 

� 403(b) retirement plan through TIAA-CREF 

� Metro/transit and parking expenses on pre-tax dollars 

� Annual leave benefits: vacation (10 days year one); sick (12 days per year); 

personal (2 days per year) 

� Paid holidays – 7 federal holidays and 4 days between Christmas and New 

Year’s Day 

� Employee discount of 50% on all Island Press titles 

� Free membership to onsite fitness center 

 

Application 

 

Island Press is an equal employment opportunity employer that is committed to 

promoting a workplace as diverse as the environment it is committed to protecting. We 

encourage applications from qualified individuals regardless of race, color, national 

origin, gender, gender identity or expression, sexual orientation, age, religion, political 

association, disability, veteran status, or any other status protected by law. 

 

To apply, send cover letter and resume to resumes@islandpress.org with a subject of 

Sales Associate, or you can mail your application materials to Attn: HR/Sales Associate, 

Island Press, 2000 M Street NW Suite 650, Washington, DC 20036. No calls please. 


