JOB DESCRIPTION – BUSINESS MANAGER 

Job Title:



Business Manager

Employee’s Name:



Location:




Reports To:




Significant Relationships:


OVERALL OBJECTIVE OF ROLE

· To maximise the sales volume and profit to the company of car purchase finance, warranty and insurance packages

· Ensure highest degree of customer satisfaction to achieve customer loyalty
· Help the Company to achieve industry-leading standards of customer care and process efficiency

KEY TASKS AND RESPONSIBILITIES

· To meet with every customer who is considering purchasing a new or used vehicle, identify their particular needs and wherever possible, to sell them finance, warranty, or extended warranty cover, or a protected payments plan in line with company objectives.
· Liaising with the Company to arrange for all associated proposal forms and documents to be fully and accurately completed prior to despatch.

· Wherever possible, to sell additional equipment to vehicle purchasers by way of add-ons, i.e. electric sunroofs, spoilers, mudflaps, etc.  Whenever available, to promote special offers.

· To ensure that all due monies are paid by the customer and accounted for prior to their vehicle being taxed and released.

· To safeguard all payments received by way of cash or cheques, and to ensure their immediate and safe transfer to the Accounts Department for subsequent banking.

· To maintain comprehensive and accurate records of all transactions.

· To ensure all paperwork conforms to relevant ISO standards.

· To ensure all procedures and paperwork conforms to FCA regulations.

· To be fully aware of all relevant sales and technical data associated with the available range of Company motor vehicles and competitive models, together with details of all services offered by the Company and to keep fully up to date as developments occur.

· At all times to project a professional image through appearance and attitude.

· Ensure that all invoices, statements and other communications to customers are clearly comprehensive and have been explained verbally.

· Consult with customers to discover and understand their needs and address customer hesitation and resistance appropriately.

· Handle dissatisfied customers calmly, resolve complaints with sensitivity and involve the Sales Manager when needed.

· To devise maximum benefit from training opportunities offered by the Company, including attendance on away based courses organised by the Company and other designated companies.

· To deputise for the General Sales Manager in his absence.

· To be responsible for one’s own safety and that of all employees and visitors to the sales finance office.

· To undertake any additional tasks, responsibilities, or assignments as requested by the General Sales Manager.

KEY COMPETENCIES
Customer Service Focus
· Approach every situation with a desire to understand and deliver

· Listen effectively and communicate clearly

· Use every contact with the customer to build a relationship

· Take responsibility for ensuring nothing is left to chance

Operational / Commercial Focus
· Identify and generate selling opportunities
· Establish and match customer needs
· Conduct sales
· Make a sales presentation: static
· Negotiate sales
· Manage the customer relationship
· Contribute to the collection and use of marketing information
· Use technology effectively
· Plan and organise personal work schedule
· Forecast, monitor and evaluate personal sales performance
· Contribute to effective working
· Contribute to improved sales processes
Business Focus
· Work with other areas of the business to improve Company profit and customer care
· Appreciate the impact of wider issues on Company and customer
· Represent the Company brand
Personal Qualities

· Empathy and tolerance
· Ethical behaviour
· Responsibility
· Open-minded
· Self-confidence
· Ambition
· Customer-orientation
· Professional appearance
· Team player
PERFORMANCE MEASURED BY
· The volume and profit from sales of finance, warranties, protected payment plans and add-ons in comparison with budget and targeted levels

· The percentage of total vehicle sales where a finance package is sold

· To keep records and paperwork accurately, up to date and legible

· Compliance to relevant ISO quality system

· Compliance to FCA regulations.

· Ability to represent the Company in a successful and professional manner, upholding the Company’s established reputation and commitment to deliver customer satisfaction.

· Customer Viewpoint

· Health and safety compliance

· Adherence to Business Manager’s Template 
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