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Sales and Customer Service Assistant Position 
 

Hoffman Nursery, Inc. is seeking a qualified individual to join the Sales Team as an entry level Sales & Customer 
Service (S&CS) Assistant. Primary responsibilities include handling customer calls and emails, taking and 
processing orders, and assisting the Sales Team members in meeting sales and service goals. Other 
responsibilities include maintaining accurate customer records, documenting sales activities, and coordinating 
with appropriate departments to ensure fulfillment of orders.  
 

Specific skills necessary for this position: 
 1-2 years of experience in customer service or business setting 

 Ability to work as a team member, striving for individual as well as team success 

 Demonstrated initiative and self-direction 

 Ability to be organized and efficient under varying workloads 

 Excellent interpersonal, written, and phone communication skills  

 Proficiency in Microsoft Office and ability to learn nursery-specific software programs  

 Ability to plan, schedule and prepare reports in an organized manner 

 Excellent spelling, grammar, and editing skills  

 Strong attention to detail, accuracy, and deadlines  

 Ability to contribute to the company's growth in areas beyond sales 

 Knowledge of horticulture or high level of interest in horticulture or related field is desirable 

 Sales experience is a plus 
 

Personality and culture-wise, we’re looking for: 

 Someone whose values are in alignment with our core values (see below) 
 Someone who is energetic, upbeat, personable, and gets along well with customers, vendors, and co-

workers; someone who has no problem picking up the phone and talking to a stranger, helping 
someone out, or setting someone straight in a firm, yet professional way.  

 A team member who maintains a friendly, respectful and professional attitude at the nursery and 
away from the nursery (i.e., at tradeshows).  

 A dynamic person who can switch projects and focus with ease, and can easily multi-task between 
various projects. Things can and do change directions, and this should be expected and anticipated!  

 An "If I don't know the answer, I'll find it" personality. We encounter new opportunities every day and 
don't always have the answers internally. You'll often have to pick up the phone or do some research 
to get an answer. 

 Someone who can take a project and get it done.  Unless circumstances are extraordinary, we expect 
the results agreed upon to be completed on schedule and to spec.   

 A person who loves goals and deadlines, i.e., you make and manage your own calendars, schedule 
tasks and appointments, and meet goals on or ahead of the deadlines. 

 Someone who can work independently. One who can accept responsibilities and complete projects 
with minimal interaction from a supervisor, manager and other upper management. 

 Someone to who will take ownership of and accountability for open issues. For example, if a customer 
fails to send in an order or a payment as promised or if there is a problem with a customer’s order, 
you'll straighten it out, you will follow up without prompting and you’ll resolve the issue.  

 Someone who always says "Good morning!" and gives his or her full attention to work. When 
you're here, you're here and "present" when you're in the office.  

 Someone who can organize and present customer sales and service data in an easy-to-understand 
format on a regular basis as directed by the Sales and Customer Service Director. 

 Someone who is really interested in learning and growing with a company.  Opportunity is waiting for 
you, but realizing that opportunity depends on you. 
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This is NOT the right position for you if you are: 

 Not interested in plants, especially ornamental grasses. 
 Not experienced in an office environment.   
 A 9-to-5, punch-the-clock "Hey, I got done what I could today but I've gotta get going now, oh well, 

maybe tomorrow…" kind of person 
 Someone who comes in and thinks "Hmm... what should I do today?" (Hint: before you leave, you 

should already know what you're doing the next day.) 
 Someone who likes to chit-chat with co-workers or get caught up on Facebook (or allows team 

members to do so) while – or instead of – actually working. 
 Someone who prefers to work in an urban setting.  
 Unable to provide UP-TO-DATE business or professional references 

 

Who we are: 
We’re a small wholesale niche nursery that believes in striving for excellence, improving and adapting, and 
celebrating success by giving back to our community. Our company has been in business for 29 years, and we 
constantly look for new ideas and new ways to move forward. We sell ornamental grass liners to wholesale 
nurseries, landscapers and other horticultural businesses and institutions.   
 

Our mission is to produce the highest quality plants, deliver unsurpassed customer service, and actively 
support environmental stewardship to promote a better life for our employees, our neighbors and the world. 
 

Our core values: 
o Show respect 
o Improve and Adapt 
o Live with Integrity 
o Empower through Learning 
o Strive for Excellence 
o Celebrate Success 
o Be Passionate and Energetic 

 

Where you'll be working: 
We have a professional, yet fun and casual office environment in one of two offices located on an old tobacco 
farm in rural Rougemont, about 20 minutes north of Durham, NC.  The farm is 45 acres of combined 
production space, stock fields and woods.  Display gardens surround the work areas for the benefit of 
employees and customers.  You'll be working directly with the Sales Director and other support staff. 
 

When you'll be here: 
This is a full-time position with normal office hours of 8:00-4:30, Monday through Friday.  This job may also 
involve some travel to various trade shows in January, June, July and August.  
 

What you can expect from us:  
Sales is very important to the business because, obviously, without sales, there would be no business.  We are 
very focused on sales goals and developing ways to meet those goals.  The Director of Sales will help you get 
organized and create plans to meet these goals.  We will expect a lot out of you, but we also support you in 
reaching these goals. We don't take missed deadlines/goals or excuses lightly, but we do keep an open line of 
communication if you need help or guidance. We have high expectations of all team members, and will place a 
lot of responsibility in your hands.  
 

Pay for this position depends on your skills and experience. There is a 90-day trial/training period, and 
compensation is based entirely on the person’s demonstrated value to the organization. 
 

We offer paid holidays and paid time off. We provide health insurance, including vision and dental coverage, as 
well as life insurance. We also offer a retirement plan. 
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We’re looking for qualified candidates only, and will only consider applicants whose application materials do 
not contain typos and grammatical errors. 
 

If you think this is you...  
If you are uncomfortable with anything you’ve read so far, we understand – this isn’t the right position for 
everyone. If, on the other hand, you’re intrigued by what you’ve read, then our company has a lot to offer.  
 

Our staff is treated with great respect, given an opportunity to work in the fulfilling field of horticulture, and 
our company is highly respected in the industry. We are an innovative company, where you’ll gain knowledge 
and experience that will help you in all parts of your life. 
 

If you think you might be a good fit, we'd be interested in talking with you further. To apply for this position, 
send your cover letter and resume to jobsavailable@hoffmannursery.com. Please note that because we value 
quality work, as do our customers, submissions containing typos, spelling errors and poor grammar will not be 
considered.  
 

Thank you!  
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