JOB DESCRIPTION – SALES MANAGER 

Job Title:


Sales Manager

Employee’s Name:




Location:



Reports To:




Responsible For:



Significant Relationships:

OVERALL OBJECTIVE OF ROLE

To organise and control the Company’s sales activities at this site so as to achieve budgeted sales volume and profit targets whilst ensuring high standards of quality and customer satisfaction.

KEY TASKS AND RESPONSIBILITES

1. To identify and eliminate any instances of inefficiency or poor performance throughout the sales operation, introducing improvements coupled with modern techniques of control.  To carefully monitor and control all departmental expenditure, eliminating waste and/or inefficiencies wherever possible and authorising all vehicles sales department invoices for payment.

2. Leading by example, to work with and through the Sales Executives, planning and encouraging their development with the regular setting and reviewing of performance targets, helping them rapidly to become effective and accountable Sales Executives.

3. By careful planning, establishing priorities and delegation to ensure that daily, weekly and monthly objectives are achieved throughout the sales operation.  To create maximum amount of time each working day to be spent managing activities, i.e. researching, developing, planning, delegating, controlling and communicating, as opposed to more basic doing and fire-fighting activities.

4. To evaluate constantly the trading performance of each sales section compared to budget, identifying any deviations of materials or labour-cost, stock holding, turnover, margin or profit to ensure that appropriate action to achieve correction is taken in good time.  To monitor operating control performance on a regular basis by way of the daily operating control information and monthly management accounts.

5. To ensure that all approved methods of operation throughout all sales activities are clearly defined, documented and followed with close adherence to laid down standards of quality and service.

6. Need to keep abreast of monitoring of status reports and exchanging vehicles with other dealers, to always maintain a balanced stock of new vehicles which will satisfy customer demand.  To ensure that an attractive range of readily saleable and variously priced used vehicles is achieved by way of trade-ins and trade purchases.

7. To be responsible for the Marketing and Advertising budget and all public relations.  In conjunction with the Company’s advertising agency to prepare and implement effective local campaigns by way of press releases, local press advertising, etc., designed to generate customer interest in the facilities available and increased business for the sales operation.

8. At all times to arrange for the presentation and display of vehicles for sale to attract customer interest and encourage sales.

9. Contacting and communicating with the other sites at frequent intervals, to ensure that new and used vehicle exchanges between the sites always occur rapidly.

10. Through the processes of effective recruitment, training, development, counselling, control and leading by example to build a sales team fully capable of successfully handling current and planned workloads and objectives.

11. To regularly set and agree work targets with each individual reporting directly to the sales manager.  To continually assist them to do well and to subsequently monitor their performance against these targets with the aims of stretching the individual, motivating them and delegating tasks to the lowest possible level within the organisation. To ensure that each supervisor adopts this approach with their own subordinates so as to progressively build each individual’s job role and contribution.

12.
Through the processes of effective recruitment, training, development and counselling, control and leading by example, to build new and used car sales teams that are fully capable of successfully handling 
current and planned departmental workloads and objectives.

13.
To ensure that all sales section areas are maintained in a clean and tidy condition.  To be responsible for your own safety and that of all employees and visitors within the sales department.

14.
As a member of the Company’s senior management team to contribute upon request to the longer term planning, direction and success of the business in all its spheres of operation.  

15.
To receive and evaluate manufacturer’s published customer satisfaction index reports relating to the Company.  To arrange for all employees within the sales department to be appraised of these results and motivated to do the things necessary to ensure that the Company’s standing in all viewpoint ratings and league tables exhibits consistent and sustained improvement.

16.
To ensure quality system requirements are complied with.

17.
To ensure FCA requirements are fully complied with.

18.
To carry out monthly health and safety audits within the Sales Department.

19.
To ensure the Company’s health and safety policy is complied with at all times.

20.
To carry out any additional tasks as requested.

PERFORMANCE MEASURED BY

1. Levels of sales volume and profit achieved by sales sections in comparison with budget.
2. Ability to improve quality and value to customers of sales activities as reflected in volume of repeat business, number of customer complaints and Company’s standing in manufacturer’s published Customer Viewpoint Index, rating, and league tables
3. Ability to identify, introduce and operate successfully new or improved methods of operation and control within the sales department.
4. Volume of new sales business generated by marketing and advertising activities.
5. Staff development and morale.
6. Timely completion of HR paperwork.
7. ISO audit findings.
8. FCA audit findings.
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