
Wholesale Sales Coordinator 

 

Reports to:   National Sales Manager 

Status:    Full-time, regular 

Exempt/Non-exempt:  Non-exempt, hourly 

Location:   Corporate Office, Currently Berkeley, CA, San Francisco, CA in 2016 

 

Coyuchi was founded almost 25 years ago in Point Reyes Station, a small, rustic town on the Northern California 

coast. There, surrounded by ocean and forest, beach and bluff, we created a line of home textiles rooted in 

nature. Our signature bedding, made from 100% certified organic cotton, soon earned a loyal following among 

people who nurture a connection to the natural world in their lives and in their homes. 

 

With the largest selection of organic cotton bedding and bath linens, Coyuchi is now expanding beyond cotton 

and beyond textiles as we rapidly grow towards becoming the internationally recognized source for 

transforming your home into a natural sanctuary that supports, comforts and rejuvenates –– mind, body and 

spirit. 

 

Coyuchi is a multi-channel retailer with a robust wholesale business, international distribution and direct-to-

consumer channels that include Coyuchi.com, The Coyuchi Store in Point Reyes, CA and The Coyuchi Shop at 

ABC Home in New York City. 

 

The Wholesale Sales Coordinator is responsible for assisting the Coyuchi sales team by providing administrative 

support along with supporting and expanding our wholesale business.  Applicant must exemplify a strong desire 

to exceed customer expectations in line with Coyuchi’s mission and values.  The Wholesale Sales Coordinator 

will successfully engage wholesale customer base through our varied touch points and set an infrastructure that 

fosters a positive customer experience. 

 

Primary Responsibilities 

 

Sales Team Support 

 

 Administrative support for Wholesale Sales Team which includes hospitality quotes and sample orders  

 Set up new accounts per customer on-boarding procedures 

 Serve as primary support contact for wholesale customer base 

 Order Management which includes order entry, finalizing of existing orders and status reporting 

 Facilitate and streamline quote to cash process 

 Provide account information that includes sales data, billing, product assortment, etc 

 Liaise between other departments and the customer to provide the best customer experience 

 Coordinate sales collateral, training materials, and business development tools that include product and 

swatch sampling, digital and printed material, product and brand education, etc. 

 Represent Coyuchi at various events such as trade shows, trunk shows, etc 

 Interact with wholesale customers, make product recommendations, and merchandise assortments 

 Follow up with prospects  with print and digital marketing materials 



 

 

 

Analysis and Reporting 

 

 Track and report key sales metrics which include New Account Acquisition and weekly sales data.  

 

General Skills 

 Must enjoy customer service and support sales through working directly with customer base 

 Excellent email and phone communications skills with customers, able to handle a vast variety of 

different tasks 

 Exceptional attention to detail  

 Strong computer skills and the ability to learn new programs quickly 

 Self-starter and problem solver with the determination to provide a remarkable experience 

 Enjoys collaboration and working as team, but can also work independently 

 Knowledge and curiosity regarding textiles, design and providing an excellent customer experience 

 Design and merchandising skills a plus, with the ability to recommend items based on color, style and 

budget 

 

Qualifications 

 Minimum of two years’ experience in working in a Customer Service or Sales related field 

 Minimum of one year working within a premium brand experience 

 Must be proficient in Microsoft Word, Excel and Outlook 

 Experience with large order entry or ERP systems preferred 

 Experience with textiles, home products or interior design is preferred 

 

Expectations 

At Coyuchi we expect an unwavering commitment to customer service, with the ability to build productive 

relationships, resolve complex issues and win customer loyalty. This requires the Wholesale Coordinator to be a 

self starter and a problem solver with a can do attitude and a willingness to improve processes. This is a result 

driven position, fueled by a passion to exceed customer expectations.  S/He must be tech savvy, quick to pick up 

on new programs and procedures to maximize their positive impact. 

 

If you’re interested in joining the team at Coyuchi, please submit a resume and cover letter to 

jobs@coyuchi.com.  Also, in the body of your email, please answer the following questions: 

What are your three favorite consumer brands and why? What does “Nature Comes Home” mean to you? Tell 

us about the best customer experience that you've had (as a customer) with any company. 

Thank you for your interest.  We look forward to hearing from you. 

mailto:jobs@coyuchi.com

