
Sales & Accounting Support Assistant 
 
Nappi’s Sales & Accounting Support Assistant is responsible to support our Beer & Wine Sales 
Divisions and provide back-up assistance for the Accounting Department.   This position works 
cross functionally to support Nappi initiatives and customer service expectations. 
 
Essential Functions 

 Responsible for all aspects of internal and external customer service for designated 
customer orders; verifies quantities, pricing, and availability.  Reconciles receiving/orders 
invoices, and timely resolves discrepancies and/or escalates supplier/customer issues.  

 Processes and reconciles invoices, billing, depletions, rebates, and credits for 
suppliers/customers. 

 Establishes new products in record keeping systems ensuring pricing, freight, and tax 
information is current and accurate. 

 Assists with research and resolution of product, pricing, and tax discrepancy issues; 
recommends corrective action to avoid recurrences. 

 Maintains records to categorize product samples and defective products to ensure 
inventory accuracy. 

 Maintains Nappi’s website and advances our social media presence with a cohesive 
approach for marketing of events, news, product launches, and to build brand/product 
recognition across multiple on-line platforms under direction of others.  Provides 
quarterly reports to evaluate results for each platform and provides recommendations for 
enhancements. 

 Maintains manual and electronic filing and record keeping systems for Beer/Wine 
Division 

 Responds to data inquiries for sales and inventory status; back-up support to assist Beer 
& Wine Sales team members with troubleshooting issues and administrative support. 

 Provides back-up support for multiple positions including Wine Administrator, Beer 
Pricing Analyst, Receptionist, Accounts Receivable, and Accounts Payables when 
necessary.  

 Assists with annual and interim audit requests, as assigned.  
 Schedules and provides logistical support for Sales meetings and events as necessary. 
 Assists and supports Beer/Wine Sales Managers’ project needs and assignments. 
 Proactively provides recommendations for process improvements to streamline work 

flow and increase efficiency and accuracy. 
 Performs other duties as assigned.  

Experience/Skills 

 Associate’s degree in related field preferred; or equivalent job experience to formal 
education.  

 Experience in sales, marketing, or accounting processes desired.  
 Strong proficiency at an intermediate to advanced level with Microsoft Office (Excel, 

Word, Power Point) with particular emphasis on Excel is required; experience with 
AS/400 or similar computer systems is highly desirable.   

 Proficiency and experience with social media marketing on multiple platforms including 
Facebook, Twitter, Instagram, Pinterest, YouTube, Google+, blogs, etc. 



 Exceptional internal and external customer service aptitude; positive attitude and 
willingness to work as part of a team. 

 Demonstrated solid problem-solving skills; strong attention to detail; solid analytical, and 
exceptional organizational/time management skills.  

 Ability to work well under pressure; prioritize multiple tasks; and deal effectively with 
interruptions simultaneously and independently. 

 Solid verbal, written, and interpersonal communication; ability to tactfully assert self to 
successfully manage multiple priorities and take direction from multiple 
individuals/departments. 

 Experience with maintaining confidential data and information; ability to handle difficult 
situations with tact and diplomacy; and consistently maintain positive working 
relationships with all internal and external contacts. 

 Possess a sense of ownership and commitment to continuous improvement.   
 Flexibility to work extended and non-traditional hours when needed to support business 

events and priorities. 

 

Physical and Mental Demands 
The physical and mental demands described below are representative of those that most 
commonly will be encountered in this position yet are not all inclusive.   

Physical and mental ability to perform the duties of this job include hearing ability sufficient to 
communicate efficiently and effectively with internal and external customers in person and via 
telephone/voice systems.  This position requires sustained periods of sitting and occasional 
standing, walking, bending, stooping, crouching, crawling, climbing, and reaching above or 
below desk level.  The position may require lifting and/or movement of items up to 45 lbs. 
with/without mechanical assistance, at varying levels.  Vision, dexterity coordination and 
cognitive ability sufficient to use telephone, keyboard, computer and other office systems and 
equipment efficiently.  Cognitive, intellectual, and mental ability to concentrate on details and/or 
perform more than one complex task at a time and to handle diverse pressures related to 
requests and needs others.  Cognitive and mental ability to work and communicate effectively 
with co-workers and all levels of personnel. This position is subject to varying and unpredictable 
situations; may handle urgent situations; is subject to many interruptions; may handle multiple 
calls and inquiries simultaneously; and may occasionally handle absentee back-up needs on 
short notice.  

 

 


