JOB DESCRIPTION

NAME: 






POSITION DESCRIPTION

JOB TITLE:

Office Automation Assistant Sales Manager 
DEPARTMENT:    


Sales Department

REVISED BY:    


Connie Bezeidnhout
REVISION DATE:    


2017/11/15
PURPOSE OF POSITION

To manage the Sales Department and to ensure the efficient performance of all duties and responsibilities of the Sales staff.

KEY PERFORMANCE AREAS

1.
Profitability

2.
Successful management of all Sales staff 

3.
Communication and discipline within the Franchise

4.
Customer contact

6.
Controls

DUTIES AND RESPONSIBILITIES

1.
PROFITABILITY

1.1
To achieve Franchise profitability.

1.2     
To verify and authorize all contract sales in absence of General Sales Manager.
1.3
To ensure Sales Targets are achieved.

2.
SUCCESSFUL MANAGEMENT OF ALL SALES STAFF AND ENSURE A HIGH LEVEL OF MORALE AND MOTIVATION
2.1
Assist with - Induction of new recruits (Sales Manager).

2.2
To ensure all Sales Consultants are fully equipped as specified in their respective job descriptions.

2.3   
To ensure proper maintenance on Company assets i.e. Furniture, machine etc.

2.4  
To ensure a high level of morale and motivation. 


3.
COMMUNICATION AND DISCIPLINE WITHIN THE FRANCHISE

3.1 
To ensure that correct prices are issued by Sales Consultants.


3.2
To ensure that all specials and promotions are properly communicated to Sales Consultants.

3.3

To ensure that all company policies, procedures and codes are adhered to.

3.4
To provide all Sales Consultants with the applicable areas and vertical markets.

3.5
To conduct ongoing product and selling skills training with staff.

4.
TO MAINTAIN A HIGH LEVEL OF CUSTOMER CONTACT

4.1
To approve all customer luncheons and entertainment.

4.2 
To distribute all company handouts to customers.

4.3 
To maintain a high level of Customer contact.

5.
CONTROLS 

5.1
To assist with:-
5.1.1
Monthly Franchise performance report.

5.1.2
Individual performance report.

5.1.3
Training plan.

5.2 
To ensure that all necessary controls are implemented.

AUTHORITY

Accepting full responsibility for all duties and key performance areas.

OTHER ASSIGNMENTS

To co-operate and assist colleagues when the need arises. To uphold company standard at all times.

The above Job Description was read, understood and accepted by the employee.
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  _______________________

SIGNATURE: 
  _______________________

DATE:           
  _______________________ 

Department Manager 





HR Department

NAME:
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