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Sales


What is Sales?

It's the responsibility of the Sales department to identify prospective customers and to encourage them to buy. Sales interacts directly with customers and provides a great deal of customer support.
Success in Sales will only come if you and your sales people are:
· friendly and enthusiastic;
· good at listening to customers;
· knowledgeable about your product or service;
· willing to understand how your product or service will help customers;
· able to show customers how your product or service will help them;
· able to gain a commitment from potential customers.
A pleasing personality and a positive attitude are good attributes to have.
The importance of your role in the company

You will be responsible for preparing the Company's sales plans and forecasts, and for achieving sales targets. You will train and direct the sales team, and you will work closely with the Marketing Director and other company directors in formulating Company policy and strategies.
How does sales do this?
· Research : You will need to know who your potential customers are, where they are, the reasons why they would want to buy your product or service, and what would influence them to buy.
· Product knowledge : To be effective you must know all about your product or service. You will have to understand the features and benefits that your product or service can offer to customers and how customers will use your product or service.
· Features : Are the attributes that your product or service has. (A cup has many features one of which is the handle.)
· Benefits : Customers only buy features when they give benefits. It's important to know what benefits you have to offer. (The benefits of the handle of a cup are: makes the cup easy to hold; stops you burning your fingers on the side of a hot cup.)
· Product or Service uses : Understanding how customers will use your product or service will help you to know the reasons they have for buying from you. This also makes sure that you are able to give good advice and after-sales service.
· Planning : Preparing a sales campaign showing which type of customers you are going to see, when and how you intend to see them, what you expect to sell to them and the value of those sales. You will also need to estimate how many sales you will make and how much those sales are worth. The forecast that you have made can only be achieved by seeing as many potential customers as you can and using selling skills to help them buy from you.
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Planning

[image: ]Skills, Experience and Product
· Liaise with the Human Resources Director to identify the skills and experience of Company members.
· Brainstorm what product/service you would like your Company to sell.
· Remember that some products/services are prohibited/banned by Young Enterprise.
· (Don't go into detail about your product/service or think about how you are going to sell it until you have carried out your research. The details come later.)
[image: ]Assist the Marketing Director in preparing the Marketing Strategy
Product: Give a detailed description of your product showing how it meets customer needs. Include: Design, Function, Image and Packaging requirements.
Price: Your price and terms of business. (How and when you expect them to pay.)
Place: How and where you are going to make your product available.
Promotion: Where and how you are going to promote your product and service. Wherever you can, use:
(a) Free publicity such as local press and radio, school events and notice boards.
(b) Cost effective publicity such as posters and leaflets.
[image: ]Prepare your sales plan and forecast showing the following:
· The types of customers to be seen. (i.e. Students, Teachers, Parents, etc.)
· Where those customers will be seen. (i.e. School, Workplace, Supermarkets.)
· How many customers will be seen in your YE year.
· How many of those customers do you expect to buy from you.
· The number of sales.
· The value of those sales.
· The resources that you will need in order to implement the plan. (i.e. Premises, Sales-people, Literature, Samples, etc.)
[image: ]Decide how to pay the sales force. Method and amount of remuneration for the sales force. (i.e. Commission and/or salary structure.)


[image: ]Get Board agreement. Present steps 3 and 4 to the Board for their agreement.

[image: ]Appoint and train the sales force. Make sure that they understand their potential customers, give them product knowledge and train them in selling skills. Now you can implement the sales plan. Liaise with IT Director for help in the production of any support materials that may be required.
[image: ]Devise and implement an after sales customer support policy and programme. You want to retain "delighted customers"!
[image: ]Record all sales so that you can monitor the achievements of the sales force and report progress to the Finance Director and the Marketing Director.
Up and Running

Responsibilities
· Work closely with the Marketing Director.
· Ensure that the sales plan is implemented and monitored.
· Review the sales plan, as and when needed.
· Managed, motivate and monitor the sales force.
· Visit potential customers in order to increase sales.
· Manage the remuneration scheme (Commission if required) and ensure that sales people are paid by the Finance Director.
Stock movement
· Receive and sign for all finished goods ready for sale from production (Form OPS3 from the Operations Resources). You are now responsible for the safe keeping of the Company's stock.
· Any stock given to individual sales people to sell should be recorded on the Monthly Sales Record form (Form SAL2) and the Personal Sales Record Form (SAL4). 
Individual sales record
· For each selling day each sales person must record the number of items sold (or returned).
· On a monthly basis total all sales forms SAL1 and SAL2 (If you are using the spreadsheets they will total automatically).
Pass this information to Finance, Marketing and Promotion.
Income and stock
· Sales income must be handed over intact to the Finance Director or authorised official for immediate banking.
· Stock: the number of items currently held by your sales team should be recorded. See form SAL2.
Commission payment record (monthly)
· Fill out cash sales of each sales person and commission due.
· Hand over to Financial Director who will pay cash due out and obtain signatures. See form SAL3.

Reports and reviewing (weekly/monthly)
· You will be expected to present a verbal report of sales performance and targets at the weekly meetings.
· For the monthly Board Meetings you should prepare a more detailed written report.
· The sales plan should be regularly reviewed in the light of feedback from the sales team.
· Record any customer reaction to feedback to Operations and Marketing.
Sales and Trade Fairs

A Guide to Help You with Selling Skills

Opening the sale: Introduce yourself to the potential customer in a way that will build trust, rapport and interest in what you have to say.
Looking for customer needs: Use questioning and listening skills to identify what is important to the customer (i.e. doing something better, quicker, less cost, looking better, feeling better).
Offering your solution: Showing them how the benefits of your product or service will help them. (i.e. To do something, better, quicker, easier, for less cost, to look better, feel better.) You don't need to be able to help in all of these areas, however the more areas you cover, and the more likely potential customers are to buy from you.
Handling objections: The potential customer may not like everything about your product or service and may say so. This does not mean that they will not buy from you. Deal with their objections sensitively and then show them benefits that you think they will agree with.
Closing the sale: At the end of a sales conversation it is helpful to summarise the needs and benefits that have been discussed and then to agree to the next step. (i.e. The sale, follow up, etc).
Ending the Year

Sell the goods off!
With the Marketing Director, devise a promotional strategy to help clear any remaining stock.
Remember you may need to retain some items for the Company Competition.
Final report and liquidation
· Draw up a report of your experience as Sales Director and report to the Board of Directors.
· Refer to the company manual for details of the liquidation procedure.
· Play your full part right up to the end.


 (
Copyright JA-YE Europe
)
image1.png




image2.png




image3.png




image4.png




image5.png




image6.png




image7.png




image8.png




image9.jpeg




image10.jpeg
Junior
Achievement
Young
Enterprise

L] u R o P

E




image11.jpeg




