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Schedule 2: Individual Job Description

Position: Vehicle sales consultant
Reports to: 	Sales Manager
	Branch manager
	CEO
Principle accountabilities
1. By effective prospecting, develop and maintain a bank of potential vehicle customers the size of which meets the Company's performance standards.
2. Achievement of a sales strike rate and target from the bank of potential customers which results in at least the monthly targets for volume, model mix, gross profit per unit and the conquest sales being achieved.
3. Achievement of a level of customer satisfaction, which as a minimum, results in achievement of the Company’s customer retention standard.
4. Co-operate with and actively support all other dealership departments at all times.
5. At all times represent the Company in a professional manner, which advances the interests of the Company and its employees.
6. Full daily use of dealership and franchise sales process programs.
7. Full daily use of dealership management system as a tool for prospecting and recording of prospect history

Delegated authorities
1. Ordering the fitting of accessories by the Service Division to sold vehicles.
2. Driving of customers ' vehicles as necessary during the sales process and subsequently for after-sale collection for servicing.

Responsibilities
Planning
1. Assist the Sales Manager to determine the vehicle stock model mix.
2. Become and remain fully informed of the dealership's annual targets for volume, model mix and gross profit requirements. Agree on individual sales and personal performance improvement plan with the Sales Manager.
3. Ensure that before the start of each month you have agreed with the Sales Manager specific sales objectives (including private business and Conquest targets) and prospecting plans. Also ensure that you are fully informed of the content and timing of all marketing plans for the month including advertising, direct mail, promotions etc. and Toyota New Zealand marketing and trading support.
4. At the end of each day, review the day's activity and achievements as a basis for identifying areas where your performance needs to be improved. Input all data into any Franchise or Dealership required recording process.
5. Attend daily one on one meetings with the Sales Manager. Review Sales performance data and discuss where improvement is needed. Advise of deliveries at least one day in advance. Discuss the plan for the day   ahead.
6. Always plan the next day's activity at the end of the previous day to ensure a proactive approach towards prospective business.
7. Advise the Sales Manager of any training you consider will assist you in improving your sales volume and gross profit results.
8. Attend all Toyota New Zealand, Dealership and department meetings and training sessions as required.
9. Actively be involved and available for sales promotional activities such as A&P Shows, social functions, sales incentive courses and any other events that require your attendance at the discretion of the Sales Manager, Branch Manager or CEO.

Sales Housekeeping
1. Ensure that the showroom is opened at or before the specified time, that all vehicles on display (showroom and outside) are open and meet the Company's presentation standards by ensuring that:
a. They are cleaned at the specified frequency.
b. They are started and run for a short time each week and whenever possible the windows are opened to maintain the freshness of the interior.
c. All vehicles have window cards which are fresh looking, tidy and correct.
d. All WOF 's, Reg & service stickers are up to date.
2. Ensure that the showroom meets the Company's presentation standards and that all promotional material (including brochures) on display is relevant, current and well presented.
3. Each night close the windows and lock the doors of all vehicles and store the keys in the designated secure storage.
4. Ensure that your drive vehicle is free of personal property and is in a condition at all times to be demonstrated to prospective customers and sold. Adhere to the Company's policy on the care and maintenance of drive vehicles. It is up to you to keep them clean, not the grooming team.
5. At all times notify the receptionist when you are unable to take calls or are otherwise unavailable and advise the time when you expect to be available again.

Selling and Delivery
1. Daily review with the Sales Manager, the status of prospective sales opportunities, cold calls and prospect follow-up and ensure that this information is promptly recorded in the Company's prospecting system. 
2. Ensure that you are fully conversant with the legal and financial requirements of selling vehicles, and with the features, advantages and benefits of all the vehicles in the Toyota New Zealand product range. Also ensure that you understand the key specifications and recommended retail prices of your major competitors.
3. Operate the agreed prospecting plan by carrying out telephone, email and personal call prospecting.
4. Undertake the selling process in a manner which as a minimum, meets the Company's standards for profitability and customer satisfaction.
5. Always identify and act on opportunities to promote Finance, Insurance, Leasing and Extra Care products with the vehicle by introducing to the Business Manager.
6. Always seek to sell the benefits of the Company's parts, service and other divisions during the vehicle sales process. If you are unable to achieve a sale, retain the customer's details for subsequent follow-up.
7. All purchasers must be introduced to the Business Manager for completion of documentation and possible sale of Finance, Insurance and Extra Care l00% of the time.
8. When the sale involves a vehicle trade, ensure that the Company's policy on the trading of vehicles is strictly adhered to (i.e. policy on appraisal, overtrading, discounting etc).  Sales Manager to complete appraisals.
9. If you reach an objection during the sale process which you are unable to overcome, always seek assistance from the Sales Manager, Branch Manager or CEO as appropriate.
10. At the delivery of the vehicle to the customer, clearly explain:
a. The Warranty and Service Schedule requirements and a physical introduction to the Service Department where a 1st service may be booked in advance.
b. The operation of the vehicle and its accessories.
c. Introduction to either the Sales Manager, Branch Manager or CEO
11. Before completing delivery ensure you have written evidence of:
a. Payment in full by the customer, or
b. An approved Hire Purchase Agreement, or
c. A credit approval authorised by the Branch Manager or CEO.
12. Follow-up all vehicle purchasers within the timeframe specified by the Company.
13. Identify referrals from vehicle purchasers.
14. As soon as possible after receipt, hand all monies received (cheque or cash) to the cashier.
15. Handle all complaints promptly and courteously and always obtain the Sales Manager's approval prior to making any offer to a customer in respect of a complaint.
16. Unless prior approval for absence is given by the Sales Manager, you should make yourself available for all promotions and shows that the Company sees fit to participate in.
17. Undertake such other tasks as are required to achieve the principle accountabilities of the position or as directed by the Sales Manager or CEO.
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