Vehicle Sales Executive

The Vehicle Sales Executive is a key role in the operation of any dealership. The Sales Executive is the face of the company for many customers and reflects the company’s profile and ethos.  The successful Vehicle Sales Executive is also a significant contributor to the profitability of the Company. Applicants interested in pursuing a career in vehicle sales and working as a member of a sales team within a dealership and must be over 18 years of age. Applicants should also have a minimum requirement 5 Passes in Ordinary Papers at Leaving Certificate level or equivalent qualifications or relevant sales experience, and hold a full driving licence.

Summary of Role

To be directly responsible for adhering to the dealership sales system and volume process for new and used vehicles and achieving your goals. This position includes personal work habits, prospecting, selling and follow-up.

The Sales Executive will report to the Sales Manager, Dealer Principal or Business Manager.

Personal Work Habits

Goal Setting

· Set unit goals annually, monthly, and weekly.

· Set a daily action plan one month in advance to achieve goals:

· Number of face-to-face clients

· Number of phone clients

· Number of appointments made

· Number of appointments kept

· Number of referral customers acquired

· Number of appointments set with referral customers

· Number of referral appointments kept

· Number of public relation calls made

· Number of follow-up calls made

· Number of prospecting mailers sent

· Number of follow-up mailers sent

· Number of demonstration drives given

· Number of proposals presented to customers

· Number of repeat customers

· Review goals and action plans at least twice a week with the Sales Manager/Dealer Principle on a one-to-one basis.

· Maintain a prospect and owner follow-up system to maximise the sales process, and help encourage repeat business.

· Dress in good taste and in keeping the company policy. Your dress should reflect the company’s image and reputation.

· Attend sales meetings as requested.

· Keep up-to-date with product knowledge, changes in the dealership - and changes in the industry as directed by management.

· Maintain complete and accurate paperwork to standards set by the Sales Manager.

· Be a goodwill ambassador representing the company to potential prospects and current customers - on and off the dealership premises.

· Be enthusiastic thus promoting customer enthusiasm.

Prospecting

· A Vehicle Sales Executive must have a continuous stream of prospects for creating additional business in busy times and slow times.

· Greet all customers promptly and be able to identify and handle all hot prospects.

· Follow up owners to obtain referrals quarterly as a minimum.

· Advertise personally via use of business cards, involvements in associations, referral programme, newsletters to existing customers, greeting service department customers, greeting body shop customers, telephone usage and other creative ways. Obtain agreement with the Sales Manager before implementation.

· Retain existing customer profiles and obtain new customers by implementing follow up of all sales prospects consistently. Work under the direction of the Sales Manager.

Selling

· Become familiar and comfortable with trained telephone techniques to ultimately create an appointment with a prospective customer.

· Meet and greet each vehicle sales customer with warmth and enthusiasm.

· Set overview agenda with customer within first ten minutes after greeting.

· Ensure a thorough qualification process using the evaluation form and qualification questionnaire.

· Perform a trade-in evaluation, when applicable, using the evaluation forms as directed by the Sales Manager.

· Recommend a specific vehicle that suits the customer's needs, requirements and expectations.

· Perform a feature and benefits presentation that is aimed towards specific customer concerns, wants and needs - and expectations.

· Ensure 100% of all face-to-face customers are given a demonstration drive. Accompany the customer.

· Present a forthright price presentation when applicable, using methods that emphasise customer desires and benefits. Be prepared to always offer a choice or alternative.

· Involve the Sales Manager in sales process whenever necessary.

· Discuss customer with the Sales Manager 100% of the time, before the customer leaves the dealership.

· Once transaction is closed, introduce the customer to the Business Manager.

· Be sure to follow delivery process guidelines

· Make sure all customer information is captured and entered in Sales DMS whether the customer has purchased or not – while the customer is with you - or immediately after the customer leaves.

· Ensure all delivered customers get the opportunity to fill in the referral sheet.

· Know your competition and what they do.

· Know your used vehicle stock. Be aware of potential trade-ins, lease terminations and inbound vehicles on a daily, weekly and monthly basis.

General Housekeeping

· Smoking is not permitted when working directly with a customer 

· Personal grooming must reflect a professional image at all times.

· Personal dress must reflect a professional image at all times.

· Use appropriate language at all times throughout the dealership. Avoid using jargon

· Help maintain cleanliness in the offices and used vehicle selling areas.

· Help maintain designated areas on car display areas.

· Maintain responsibility for adhering to vehicle key systems - i.e. the keys not on your desk.

· Ensure fulfilment of the above to your work schedule.

Measurements

· Vehicles delivered per month

· Total number of phone prospects per month

· Total names and numbers captured

· Total number of telephone appointments

· Total number of telephone appointments kept

· Number of face-to-face clients monthly

· Number of demonstration drives monthly

· Number of trade-in evaluations monthly

· Number of quotes monthly

· Number of referrals monthly

· Number of referrals sold monthly

· Number of repeat customers sold monthly

