SKILLS SOLUTIONS

JOB DESCRIPTION

	

	Job Title: Telesales Advisor
	

	Reporting Line:  New Business Sales Manager

	Salary Banding: £16,000 to £20,000 plus Commission

	Hot Desking: No

	Remote Working Post:  No


	JOB PURPOSE

	1. To achieve or exceed the required targets for appointments, conversions, referrals and new business sales in accordance with the business needs.

2. To provide an effective inbound call handling service for the Group, dealing courteously and effectively with customers at all times

3. To clearly document all relevant information within the business systems (captavia) to assist the sales process and ensure the customer receives the right experience.




	KEY TASKS 

	1. To make outbound calls to non members in accordance with the allocated prospect lists in order to increase the market penetration of the GM Chamber & the MS Group 
2. To achieve or over exceed allocated targets for high quality, pre-qualified appointments for Group Services in order to achieve/exceed allocated targets for converted sales.
3. To achieve or exceed allocated targets for new business sales by effectively identifying the customer need and provide the customer with a solution to meet their needs.
4. To use effective questioning and listening skills to identify the customer needs that will lead to a quality appointment or a completed sale.

5. To schedule Sales Advisors appointments in the most effective way to maximise the business opportunities and clearly document this within captavia, whilst maintaining the cost to serve and return on investment.

6. To ensure that campaign guidelines and correct usage of the various computer systems are adhered to at all times.

7. To work with colleagues to ensure that all individual, team and departmental targets are consistently achieved
8. To deal with every customer in a friendly, courteous and professional manner to achieve the required customer satisfaction.
9. Commit to a CPD plan.
10. Establish and manage working time effectively.




	RESPONSIBILITIES (e.g. staff, budget, premises)

	1. Achieve all personal targets, working with your colleagues to achieve the team targets

2. Achievement of all campaign and service targets

3. Consistent delivery of excellent customer service

4. Maintain Quality standards 

5. Assist with all membership administration associated with sales/membership

6. Carry out any other duties and responsibilities as reasonably specified by the Sales Manager and Company.

7. Commit to a personal Continuous Professional Development.



	CUSTOMER GROUPS / STRATEGIC PARTNERS

	Primary customer group: Any potential customer group employers and individuals.
Strategic Partners:  GM Chamber of Commerce




	SKILLS / EXPERIENCE / KNOWLEDGE

	Essential Skills:

· High achiever, focussed and driven

· Determination and tenacity are vital in this role
· Motivated by targets, consistently achieves and occasionally exceeds

· Maintains quality of delivery whilst under time pressure

· Responds positively to new and revised campaigns

· Views target achievement as the key purpose of the role

· Uses open and closed questions to ascertain the customers need & can identify and act on customer(s) signals, clarifies what the customer wants and needs

· Sees every call as an opportunity to generate a new member or revenue sale

· Actively listens and responds positively to customers comments/requests

· Speaks in a clear, even-paced, multi-tonal and articulate manner

· Engages in conversation with others in a participative manner
· Written diary notes are comprehensive and correct
Key Skills:

· Excellent communication and networking skills

· Excellent planning, organisational and administrative skills

· Be IT literate and use information and communication technology

· Team player
· Act in a professional and courteous manner when dealing with both internal and external customers

· Keeping absence levels within minimum agreed amount

· Observe and work within company and industry guidelines (DPA, Company Information Policies etc)

· Maintain the standards set within the location you are working in (dress, house keeping rules, security procedures)

Experience:

Previous experience of at least 2 years in a b2b or b2C Telesales/support or call centre role; or have demonstrable experience of achieving real impact for client companies. 

Knowledge: 

Awareness of the Chamber and/or subsidiary companies

An up-to-date working knowledge of current business operational theory and practice.

An understanding of the issues that affect companies based in the different local areas of Greater Manchester.





