
Inside Sales/ Graphics Associate 
Job Description 
 
Overview:  
Sir Speedy of Prescott is a positive team-oriented environment where each individual brings special capabilities and 
perspective. We are looking for an honest, organized, detail oriented, hard-working, individual who enjoys talking 
to people and working with local business clientele to create high quality projects. This individual should have 
minimum 3 years’ experience in graphic design (this does not necessarily mean schooling). Understand that this is 
not a position in which an associate will sit at a desk and only do graphic design. Our associates are cross trained 
throughout the shop. They will learn about all the different materials, processes, how to operate equipment, and 
they will be helping customers with everything from a business card to scheduling a Shred Event. This individual 
should also have a minimum 3 years’ experience in customer service/ inside sales. They will have the opportunity 
to build lasting relationships with fellow employees as well as customers that have been using our services for more 
than 20 years. They will be able to bring in new clients and create marketing campaigns that can benefit that 
client’s business. We are hoping that we are about to find the newest member to the Sir Speedy family. 
 
Primary Responsibility:  
- Greet customers in a courteous manner and prepare estimates/invoices. You are not an order taker. 
- Service customers at the front counter, over the telephone, and via email. 
- Answer the telephone using the company's procedures for incoming calls. 
- Direct calls appropriately or take complete messages when necessary. 
- Help the customer by identifying the services and products that best meet their needs while maintaining 
profitability for the company. 
- Fully utilize the pricing/estimating program, create tasks for yourself to follow up with clients. 
- Represent the company by conveying expertise in our services and capabilities.  
- Produce prepress graphics and text to job specifications/requirements.  
- Execute design, layout, and typesetting of projects accurately and effectively.  
- Meet with clients to create and confirm designs, marketing, etc.  
- Send jobs to digital output equipment. Process copy jobs as needed. 
- Perform regular computer back-up and archive customer files for safekeeping and for easy retrieval. 
- Offer graphic design ideas, solutions, and alternatives based on customer input. 
- Work with vendors to create the best solution for the customer at the best price. 
- Deal with customer complaints and concerns, facilitating satisfactory resolution as quickly as possible. 
 
Other Responsibilities: 
- Prepare mailings as scheduled, including organizing and supervising labeling and packaging procedures. 
- Schedule Shred Jobs, email tickets to customer, including completing Shred Agreement with customer.  
- Help with proofing work if needed. Help Shred customers in-house when needed. 
- Help with production and make deliveries when needed. 
- All other duties are assigned. 

 
Qualifications/ Experience: 
- Minimum three years in sales or customer service, preferably in the graphic arts industry. 
- Good skills in communication, both in person and over the phone. 
- Minimum three-year experience with Adobe CS6 programs (Photoshop, Illustrator, InDesign). 
- An aptitude for problem solving attention to detail and an eye for color and design. 
- Ability to move about freely and to work with other team members whenever necessary. 
 
Working Environment: 
- Noise can be loud sporadically. 
- Subject to frequent priority changes where a fast-pace and short notice occur regularly. 
- Occasional lifting of up to 50 lbs. 
- Standing or sitting and typing for as long as an entire shift. 
- Appearance must always represent the company professionally and responsibly. 


