
Project Manager / Customer Service / Sales Specialist 
 
Riverbend Signworks, a growing, energetic, and involved sign, graphics and marketing business in the 
Quad Cities, is accepting applications for: 
Project Manager / Customer Service / Sales Specialist 
 
### OVERVIEW of job description and duties: 
 
Our Project Manager / Customer Service / Sales Specialist will plan and supervise a wide range of 
signage projects from start to finish. You will organize and oversee projects to ensure they are 
completed in a timely and efficient manner.  Additionally you will help grow the business, consult with 
customers, perform site surveys, determine sign needs, and estimate projects with the rest of the 
Riverbend Signworks Team. 
 
The right person will be an assertive self-starter who can manage multiple projects, interact with 
clients, and build relationships with new prospects and clients. 
Previous project management or sales/service experience required 
Sign industry training, project management and/or construction experience is preferred but can be 
provided to the right candidate. We are looking for motivated and organized person. 
 
### For a more DETAILED job description and non-inclusive list of duties, continue reading: 
 
This person is the single point of contact from investigation through collections 
 
## Project Management 
Manage projects to ensure profitiability and client satisfaction. 
Participate in daily production/scheduling meeting 
Perform site survey (incl photos) 
Coordinate outsourced jobs in the production process 
Call client to arrange/schedule installation 
Collaborate with engineers, architects etc. to determine the specifications of the project 
Assist team with assembly, installation and coordination 
 
## Estimating 
Write orders for estimation and production  (incl due date) 
Estimate jobs to determine selling cost 
Work with preferred vendors for parts 
 
## Sales and Service 
Sales activities relating to new customers and current customers. 
Convert leads to orders 
Respond to all internet driven and call-ins 
Submit written proposals to clients 
Actively pursue clients in targeted business groups 
Take care of walk-in customer needs. 
 
## Marketing 
Help with occasional email marketing campaigns 
 



## Account Management 
Call clients to complete payment 
Follow up on completed projects with customers 
 
## General 
Promote the goals and mission of the company 
 
Interested qualified applicants apply with resume and other appropriate information, including why 
you believe you are a good fit: 
-Please indicate " Project Manager / Customer Service / Sales Specialist” in subject line 
Submit to: signmakerapplicant@gmail.com 
 
To find out more about Riverbend Signworks, visit our website at 
www.riverbendsignworks.com/about/, or our Facebook page at 
www.facebook.com/RiverbendSignworks. 
 
Mission: By helping our customers solve their sign, graphics, and messaging needs, with exceptional 
service and high quality products, Riverbend Signworks will be successful, honor God, and support our 
family, employees and community. 
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