Sales Administration & Business Operations Lead
Location: Billings, Montana
Department: Sales & Marketing
Reports To: Director of Sales
Position Summary
Trebro Manufacturing is the global leader in automated turf harvesting equipment, providing innovative machinery and aftermarket support to sod producers around the world. We are seeking a highly organized, analytical, and customer-focused Sales Administration & Business Operations Lead to support our growing domestic and international sales organization.
This position serves as the operational backbone of the commercial team by transforming business data into actionable insights, maintaining critical sales systems, supporting distributor and customer communications, coordinating aftermarket sales initiatives, and improving the efficiency of the entire sales process.
The ideal candidate enjoys working with data, building processes, solving problems, and supporting both customers and sales professionals in a fast-paced manufacturing environment.

Key Responsibilities
Sales Operations
· Manage and maintain the company's CRM platform, ensuring accurate customer, distributor, and prospect information. 
· Develop CRM dashboards, reports, sales funnel metrics, and territory performance analytics. 
· Track Total Addressable Market (TAM) opportunities and assist with sales pipeline management. 
· Implement Website analytics and content management (keeping product information, news, and customer stories current while monitoring web traffic and lead generation). 
· Automate marketing and email campaigns (using CRM data to send targeted communications, parts promotions, warranty reminders, and product updates). 
· Leverage Business Intelligence model to improve sales transparency (becoming the go-to resource for commercial reporting and analytics across Sales, Marketing, and Aftermarket). 
· Coordinate sales territory mapping and route planning for field sales personnel. 
· Support the preparation and administration of customer quotations. 
· Maintain customer contact databases and communication lists. 
· Assist with sales forecasting and pipeline reporting. 

Business Analytics
· Transform operational and equipment performance data into customer-facing reports and marketing content. 
· Develop ownership cost models including: 
· Annual cost of operation 
· Hourly operating costs 
· Parts cost per hour 
· Equipment productivity metrics 
· Return on investment analyses 
· Create customized reports supporting customer purchasing decisions. 
· Analyze aftermarket parts sales trends and identify growth opportunities. 
· Improve the lead management process (ensuring website inquiries, trade show leads, and distributor referrals are captured, assigned, and followed up). 
· Prepare Sales KPI reporting (weekly dashboards showing quote activity, conversion rates, distributor performance, parts sales, and forecast accuracy). 
 

Customer & Distributor Support
· Support international distributor agreements by coordinating documentation, warranty administration, commercial processes, and compliance requirements. 
· Maintain serial-number-based equipment databases for installed machines worldwide. 
· Assist with warranty documentation and distributor communications. 
· Coordinate customer communications regarding product updates, promotions, and service initiatives. 

Aftermarket Sales Support
· Analyze parts demand and recommend stocking strategies. 
· Identify overstock, surplus, and obsolete inventory for targeted sales campaigns. 
· Coordinate monthly parts promotions with Sales, Marketing, and Parts departments. 
· Monitor aftermarket sales performance and recommend improvement opportunities. 
· Support demand planning activities for replacement parts. 

Sales Administration
· Track travel expenses for Sales and Service personnel. 
· Coordinate expense reporting and budget tracking. 
· Assist with trade show logistics and commercial events. 
· Maintain sales documentation, pricing files, and customer records. 
· Provide administrative support for commercial initiatives as needed. 

Process Improvement
· Develop standardized reports, workflows, and operating procedures. 
· Identify opportunities to automate manual reporting and administrative tasks. 
· Improve data quality and reporting accuracy across commercial systems. 
· Partner with Sales, Marketing, Parts, Service, Finance, and Operations to improve business processes. 

Qualifications
Required
· Bachelor's degree in Business Administration, Marketing, Supply Chain, Finance, Analytics, or related field. 
· 5+ years of experience in sales operations, business administration, customer support, or commercial analytics. 
· Advanced Microsoft Excel skills including Pivot Tables, Power Query, lookups, and dashboard creation. 
· Experience administering CRM systems such as Salesforce, HubSpot, Microsoft Dynamics, Zoho, or similar platforms. 
· Strong analytical and problem-solving abilities. 
· Excellent written and verbal communication skills. 
· High attention to detail with exceptional organizational skills. 
· Ability to manage multiple priorities simultaneously. 

Preferred
· Manufacturing or industrial equipment experience. 
· Experience supporting distributor networks. 
· Familiarity with ERP systems. 
· Experience with Power BI or Tableau. 
· SQL knowledge is a plus. 
· Experience creating customer-facing reports and business presentations. 
· Understanding of warranty administration. 
· Experience supporting international business operations. 

Desired Skills
· Business analytics 
· CRM administration 
· Customer relationship management 
· Sales reporting 
· Data visualization 
· Marketing analytics 
· Territory planning 
· Process improvement 
· Inventory analytics 
· Demand planning 
· Commercial operations 
· Distributor management 
· Technical writing 
· Executive reporting 

Success Measures
Within the first year, this individual will:
· Improve CRM data accuracy and reporting capabilities. 
· Develop standardized customer ROI reporting tools. 
· Increase visibility into sales pipeline and market opportunities. 
· Improve parts sales reporting and promotional effectiveness. 
· Streamline distributor documentation and warranty administration. 
· Build meaningful dashboards that help drive commercial decisions. 
· Reduce administrative workload for the sales organization through improved systems and processes. 

Why Join Trebro?
Trebro Manufacturing is the world's leading manufacturer of automated turf harvesting equipment. Our products help sod producers increase productivity, reduce labor requirements, and improve profitability across more than 50 countries. As a member of our team, you'll have the opportunity to work with innovative products, support customers around the world, and play a key role in driving the future of the turf industry.

