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Job Description 
Created: June 2022  

Collect! Marketing & Sales Manager 

 
From Marketing Coordinator position at Viatec. Incorporate some of this esp social media. 

 
Project Management: Support the marketing leadership team through the organization and 
administrative support for various projects. Work directly with Designer, Brand Specialist and 
Paid Specialist to implement marketing campaigns. 

Research: Conduct industry, competitive and marketing research to assist campaign strategy. 

Social Media: Manage the company’s social media profiles and presence, including Facebook, 
Twitter, LinkedIn, TikTok, Snapchat and additional channels that may be deemed relevant. 
Explore new ways to engage and identify new social networks to reach our target buyers. Track, 
measure and analyze all initiatives to report on social media ROI. 

Email: Grow email subscriber list. Work to minimize list decay and unsubscribes while 
increasing the productivity of our email sends. Develop documentation and road maps for 
processes, A/B tests, and promotions that succeed through email. 

Online Reputation Management: Monitor and engage in relevant social discussions about our 
company, competitors, and/or industry, both from existing leads and customers as well as from 
brand new audiences. 

________________________________________________________________ 
Job Summary 
 
Comtech Systems Inc. develops and supports Collect!, a proprietary software application built for the 
credit and collection industries. Collect! is sold globally with concentration in North America and 
Australia. Head office provides marketing for global sales, and manages sales for North America and 
any areas not managed by a regional representative. Collect! users include first party collectors, pre-
collectors, debt buyers and 3rd party collection agencies with several to hundreds of collectors 
simultaneously using the software.   
 
The Marketing and Sales Manager is a new position intended to concentrate sales and marketing 
leadership and execution in one person at head office. The new Marketing and Sales Manager will be 
the public ‘face’ of Collect! at industry events and at the forefront of building an excellent, growing 
marketing and sales department for a small software company positioned for expansion.  
 
Reports to: Management Team 
Tasks Managed by: Management Team 
Role Part of: Management 
Title: Marketing & Sales Manager 
 
 
The Marketing and Sales Manager 
 
The Marketing and Sales Manager is responsible for learning about and staying abreast of industry and 
market conditions and exploring market opportunities. The Marketing and Sales Manager creates and 
executes an outbound marketing plan within budget parameters. The Marketing and Sales Manager 
has significant input into marketing materials and decisions including the website, information pieces 
and pricing. The Marketing and Sales Manager will exhibit at one, and possibly more, annual industry 
conferences in the US. Finally, the Marketing and Sales Manager creates and manages and works the 
sales pipeline directly, and oversees additional sales staff as they are added. 
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The Marketing and Sales Manager is involved in decisions through participation in Management Team 
meetings. The Marketing and Sales Manager communicates with all other managers in the company: 
operations, office, product management, support and works with all as needed. As a member of the 
Management Team, the Office Manager is involved in strategic decision-making. 
 
 
Key Duties and Responsibilities 
 

Marketing 
 Familiarize with and stay abreast of changes in the industry 
 Explore and consider use of outbound marketing methods and vehicles 
 Develop and execute an outbound marketing plan within budget 
 Be Collect!’s face to the industry by participating in very select industry events 
 Use available tools such as Google Analytics to understand and improve customer journey 

 
 
 
 

 
 
 
Sales  
 Receive inbound sales calls and information on application download requests 
 Use Collect! In-House as prospect tracking CRM 
 Use standard discovery and value-based sales methods to lead suitable prospects to closing 
 Use company sales process to maximize change of smooth onboarding 
 Attend trade shows for leads, other contacts and additional industry learning 
 
Supervision 
 Be involved with hiring additional sales staff should volume require 
 Train and oversee additional sales staff once hired 
 
Management 
 Participate in monthly management meetings 
 Engage with other managers in reviews and discussions 
 Work collaboratively with other managers for efficiency and growth 

 
 
Organizational Competencies 
 

 Develops competence with the software for demonstrations 
 Makes effective use of Collect! automations to manage pipeline 
 Develops effective strategies for continuous learning about the software 
 Is dependable, and meets occasional need for flexibility 
 Works well and communicates well in a team environment 
 Plans and organizes efficiently, provides leadership where indicated 

 
Success may be demonstrated by: 

 Meeting sales targets 
 Full sales funnel 
 Good use of Collect! In-House as CRM 
 Proper use of company sales procedures 
 Smooth onboarding of new clients post-sale 
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 Effective collaboration between team members 
 
Knowledge, Skills & Abilities 
 

 Knowledge of current marketing methods 
 Knowledge of current and appropriate sales methods 
 Knowledge of company sales procedures  
 Ability to present Collect! value while moving prospect to close 
 Ability to learn new software applications 
 Ability to work with others, demonstrating good emotional intelligence  
 Excellent written and verbal communication skills 

 
 

Examples of how these competencies are demonstrated: 
 Developing and maintaining an evolving marketing plan 
 Managing the sales pipeline to optimize new client onboarding 

 
 
 
 
 
Education and Experience 

 
 Degree in commerce or marketing an asset 
 Experience in software sales a major asset 
 Experience working in marketing and sales of technical product 
 Experience with computer applications 
 Experience communicating and working in a team environment 

 
 
Inputs 
 

 Contacts from website 
 Application downloads 
 Collect! In-House CRM 
 Analytic data 
 Contacts from trade shows 
 Trade show attendee lists 
 Prospect questionnaires 
 Independent research and investigation 

 
Outputs 
 

 Quotes, purchase orders 
 Prospect questionnaires 
 Marketing materials 
 Collect! website 
 Onboarding materials 
 Sales procedure documents 

 
 

 


