
IRVINE ELECTRONICS, INC. 
JOB DESCRIPTION 

 
TITLE:  Quotes Coordinator  

Non Exempt: Department: Sales 
Compensation: 
Reports To: Sales Director 
Approved By:  Aram Zerounian 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES: 

The employee shall monitor track and complete all Request for Quote and quoting activities. 
Including but not limited to:  Review customer specifications and supporting documentation to 
prepare customer quotations, including technical specifications, estimated cost, suggested pricing 
and delivery. * Compute cost estimates and prepare customer quotations for materials, equipment, 
production activity requirements and labor. * Interact with engineers, vendors and customers 
regarding changes and adjustments to cost estimates or clarification of product specifications. * 
Maintain quote process and follow established procedures for issuing quotations. Identify and 
present process improvement recommendations to management.  

Track all RFQ on Log and complete by RFQ due date.  Source all parts for RFQs using approved 
suppliers, customer’s AVL and Quote FX software.   Complete all quote work-ups using IEI workup 
form.  Work with customer to resolve any obsolete or sourcing issues on all parts.   
 
EDUCATION AND/OR EXPERIENCE: 
To perform this job successfully, an individual must be proficient in electronic assemblies, 
components, BOM’s, DWG’s and assembly files.  Have communication skills allowing strong 
relationships with customers and internal team members.  Strong Excel, Word, MS Office and  
Outlook a must.    
 
ADA REQUIREMENTS: 
On a continuous basis, sit at a desk for long periods of time; intermittently answer telephones, and 
write or use a keyboard to communicate through written means. Some walking and lifting of up to 
30 pounds. The noise level in the work environment is usually low to moderate. The physical 
demands described above are representative of those that must be met by an employee to 
successfully perform the essential function of this job.  Reasonable accommodations may be made 
to enable individuals with disabilities to perform the essential functions. The key physical 
requirements for this position include; the ability to use standard office equipment including PC’s, 
fax, and copy machine, movement within a standard office and distribution warehouse area, 
walking, sitting, standing, climbing, carrying, and pushing/pulling. Telephone use is a must. 
 
 
 
I _________________________ (employee) have read and agree to the duties, responsibilities 
and requirements of this job description and have the ability to perform them successfully. 
 
Employee Signature: Date: 
 
_________________________________ _____/_____/_____ 
 


