
CURRENT JOB 
OPENINGS
November 2024



Division/Department: Commercial/Supply Chain 
Location: Solon, Ohio 
Job Title: Account Manager

Reports to: Commercial Development Manager
Type of Position: Full-Time
Hours: 40/week
Nonexempt

General Description
Challenging opportunity for a Customer Support Role with a dynamic Solon Ohio company. The Company 
designs and manufacturers, both in Ohio, Asia, and Mexico, a line of electronic controls, igniters and safety 
devices for gas burning appliances. The job will consist of working with Commercial and Supply Chain teams 
to offer full customer support in managing commercial and supply chain day-to-day activities.  Ultimately, you 
will help establish our reputation as a company that offers excellent customer support during all sales and 
after-sales procedures.

This is an excellent growth opportunity for a career minded positive individual with energy and drive. This is 
a position for a talented, motivated individual who believes he or she can thrive in a dynamic, action-based 
environment built around six core values:  integrity, bias for action, customer focus, teamwork, meritocracy, 
and fun.  

Key Responsibilities

•	 Schedule, maintain and support customer orders in a timely manner.
•	 Work with appropriate Commercial team members on pricing and quotation.
•	 Review purchase requisitions and place purchase orders.
•	 Confirm purchase orders with cargo ready dates and estimated delivery dates.
•	 Update purchase orders with tracking information and update dates.
•	 Review customer orders tied to updated dates and modify planned ship dates.
•	 Develop and maintain customer relationships by driving consistent and timely response to all inquiries.
•	 Track air freight requests and coordinate with the customer.
•	 Modify customer orders for air freight charges, when necessary.
•	 Interface with all internal customers to obtain information required to support your external customer 

inquiries.
•	 Provide price and lead time quotations to new and existing customers. 
•	 Enter customer orders into our ERP (Enterprise Resource Planning) system and track internal order 

progress.
•	 Work with customers on order release scheduling and planning of production.
•	 Enter, monitor and track RFQ (Request for Quote) progression.
•	 Monitor blanket order fulfillment progress.
•	 Monitor daily shipments to drive OTD (On time delivery) that meets and/or exceeds customer 

requirements.
•	 Process RMA (Return Material Authorization) information to and from customers.
•	 Administrative duties as needed.
•	 Additional responsibilities as needed and assigned.
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Education and Other Requirements

•	 Bachelor’s Degree is preferred, but not required.
•	 High energy and outgoing personality with a positive attitude
•	 1+ years of experience in a manufacturing environment is preferred.
•	 Strong analytical, math, and communication skills.
•	 Computer literacy – MS Word, MS Excel, MS Outlook 
•	 ERP (Enterprise Resource Planning) experience preferred.
•	 CRM (Customer Relationship Management) experience preferred.
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