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PURPOSE OF POSITION

To project a professional image of the company by liaising with members of the public and by doing so, generating new business for the company.  

KEY PERFORMANCE AREAS

· Achieve Sales Target 
· Quotations and follow-ups

· Assisting with customer queries

· Area Management & Control

· Assist in installations and demonstrations of machines
· Assist with walk-in customers
· In-depth knowledge of all products

· Sales leads

· Sales Training sessions

· Proper completion of documentation

DUTIES AND RESPONSIBILITIES

1.
Sales Representative to achieve the minimum sales target as set out by their Sales Manager.
2. To perform the minimum standards of the Company per month.  A person not achieving the minimum standards or targets will be expected to perform to a given action plan by the respective Manager. (for e.g. TCO’s, Inform etc.).
3. Failing to comply with the above set standards will result in reviewing of your position / Remuneration Package.
4.
It is expected of all Sales Representative to have an in-depth knowledge of all products marketed by them.
5.
It is expected to give immediate attention to any sales leads handed to you by your colleagues.
6.
To sell at Company prescribed price levels and to only deviate from this on approval from the Sales Manager.
7.
To never make any promotional promises to customers without first consulting Management.
8.
To Cold Canvass and perform efficient area management.
9.
To attend all Sales Training Sessions.
ACHIEVE SALES TARGETS

· To achieve minimum sales targets as set out by the Sales Manager / Director (This may deviate from time to time).
· Visit existing customers to see to their Office Automation needs.
· Cold canvassing to expand database and enhance new business.  Identify key decision-makers.

· Opening of New accounts.
· Giving attention to any sales leads handed over by colleagues and customers.
QUOTATIONS AND FOLLOW-UPS
· To do daily quotations according to Company standards and procedures.
· All quotes must be submitted via “Quote Request”.

· To save quotations to Inform.
· Check completed quotations regularly to see whether they have been accepted.
· If accepted, prepare relevant documentations as per standards and procedures.

· If not, investigate reasons why i.e. price, stock availability etc.
ASSISTING WITH CUSTOMER QUERIES
· Assist and follow through with any queries; Pass the query on to the relevant department if it does not involve Office Automation directly.
AREA MANAGEMENT AND CONTROL
· Update client information regularly on Inform or give to Inform Administrator to do when applicable.
· To do proper planning to cover area thoroughly and regularly.
· To see the minimum amount of clients as set out by the Sales Manager per day.
INSTALLATION AND DEMONSTRATION OF MACHINES
· To request for equipment to be installed and demonstrated properly.
DELIVERY OF STOCK
· Assisting with delivering of stock to customers as the need arises i.e. drivers / vehicle’s not available, urgent orders etc.

SERVICE WALK-IN CUSTOMERS
· Assisting all walk-in customers professionally and with courtesy.
IN-DEPTH KNOWLEDGE OF ALL PRODUCTS

· To be up to date with all the products marketed by them.
PROPER COMPLETION OF ALL DOCUMENTATION

· To prepare all documentation as per the standards and procedures.

· To submit all documentation to Sales Support for processing.
AUTHORITY

Accepting full responsibility for all duties and key performance areas.
OTHER ASSIGNMENTS 
To perform any other duty / assignment as and when directed to do so by the Sales Manager or as per directed by themselves through the Sales Support.

Uphold company standards. To co-operate and assist colleagues when the need arises. 

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

NAME:           
  _______________________

SIGNATURE: 
  _______________________

DATE:           
  _______________________ 

Department Manager 




HR Department

NAME:

  _______________________


NAME:           
  _______________________

SIGNATURE: 
  _______________________


SIGNATURE: 
  _______________________

DATE:           
  _______________________ 


DATE:           
  _______________________ 
2 of 3 pages

