
 

Job Descrip�on: Sales Assistant at Tri-Hish�l      5 May 2025  

Posi�on Title: Sales Assistant   

Loca�on: Tri-Hish�l, Mills River NC 

Department: Tri-Est Sales   

Reports To: Tri-Est Sales coordinator   

 

Company Overview:   

Tri-Hish�l is a forward-thinking agricultural company specializing in high-quality gra/ed plants, 

innova�ve hor�cultural solu�ons, and sustainable growing prac�ces. We pride ourselves on our 

commitment to excellence, environmental stewardship, and customer sa�sfac�on. As Tri-Hish�l 

produces the gra/ed plants in the Mills River greenhouse facility, all sales ac�vi�es are organized and 

coordinated through the two partner sales organiza�ons: Tri-Est for the eastern US and Tri-Cal for the 

western US. 

 

Posi�on Overview: 

As the Sales Assistant located at Tri-Hish�l produc�on site, you will play a crucial role in suppor�ng the 

sales team and ensuring smooth opera�ons within the department. You will be responsible for assis�ng 

with the administra�on of sales ac�vi�es, maintaining excellent customer rela�onships, and contribu�ng 

to the achievement of our sales targets. 

 

Key Responsibili�es:   

 

- Customer Support:   

  - Assist in responding to customer inquiries and providing support in a �mely manner. 

  - Help resolve customer issues and escalate them to the sales coordinator, if necessary. 

  - Assist customers with order documenta�on, seed deliveries, and any other necessary informa�on. 

   

- Sales Opera�ons:   

  - Support the sales team with the prepara�on of sales presenta�ons and other relevant documenta�on. 

  - Assist in the management of sales databases and maintain accurate sales records. 

  - Process and track orders, ensuring �mely delivery and customer sa�sfac�on. 

   

- Communica�on:   

- Help to maintain contact with current or poten�al clients by providing customer service and by helping 

with any issues that arise. 

  - Assist in organizing and par�cipa�ng in trade shows, exhibi�ons, and industry events. 

  - Support the sales team with the logis�cs of all orders.  

   

- Administra�ve Support: 

  - Assist with general administra�ve du�es such as filing, data entry, and prepara�on of reports. 

  - Coordinate and schedule mee�ngs, appointments, and conference calls as necessary. 

 

Qualifica�ons and Skills:   

 

- Educa�on and Experience:   

  - High school diploma or equivalent required; a degree in Ag business, marke�ng, or a related field is a 

plus. 

  - Previous experience in a sales support or administra�ve role is preferred. 



 

   

- Skills:   

  - Excellent verbal and wri9en communica�on skills. 

  - Strong organiza�onal and �me-management abili�es. 

  - Proficiency in Microso/ Office Suite (Word, Excel, PowerPoint) and familiarity with CRM systems. 

  - Ability to work independently and as part of a team. 

  - Customer-focused with a friendly and professional demeanor.   

 

**Benefits: **   

- Compe��ve salary and bonus structure. 

- Comprehensive health insurance and re�rement plans. 

- Opportuni�es for professional development and career advancement. 

- Dynamic and suppor�ve work environment.   

 

Join us and be part of a team dedicated to innova�on and excellence in the agricultural industry. If you 

are mo�vated, enthusias�c, and ready to make a difference, we encourage you to apply for the Sales 

Assistant posi�on today! 

 


