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Non-Managerial Position Contract for:      
Position Title: Community Outreach
Manager’s Position: Manager, Sales
	Result Statement

	This position is accountable for producing the following result:

To acquire long-term, quality clients for the company by generating referrals to the community in accordance with the company’s Strategic Objective.


	Tactical Work Listing

	1
	Complete Value Match Inquiry Sheets. (17)

	2
	Enter all sales activity in Lead Management Software. (11) (20)

	3
	Host Referral Events. (12)

	4
	Complete Outreach calls / contacts. (2) (8)

	5
	Complete Outreach Visits. (5) (17)

	6
	Submit Pencasts of Lead Source Visits (10)

	7
	Attend Corporate Sales Meetings. (1)

	8
	Submit Lead Source Visit Pencasts to ValueMatch for scoring.  (16)

	9
	Assist with Competition Review. (3)

	10
	Attend UALA Conferences. (4)

	11
	Participate in coaching calls. (13)

	12
	Complete Outreach Presentations. (6)

	13
	Role play lead source visits. (9)

	14
	Schedule Referral Events on the RLG Google Calendar

	15
	Participate in a Civic Organization. (7)

	16
	Assist with the sales system creation

	17
	Recommend changes / updates to improve business practices


Non-Managerial Position Contract for:      
Position Title: Community Outreach
	 Position Specific Standards

	List quantity, quality, and behavior standards for which this position is accountable. Do not include those that belong on a system action plan.

	1
	Corporate sales meetings are held on a regular basis.  Contact your supervisor for dates, times & locations. (7)

	2
	Call is defined as a telephone conversation when you are voice to voice with a lead source. You will complete enough calls to reach occupancy goals or the number assigned to you from your supervisor.   Smart Pen with earphones will be used with each Lead Source outgoing phone call. (4)

	3
	Competition Reviews are completed annually. (9)

	4
	Attend UALA annually or as requested by Manager, Sales. (10) 

	5
	Visit is defined as when you are face to face with a lead source and complete a Value Match form.  This may be on-site or off-site.  You will complete enough visits to reach occupancy goals or the number assigned to you from your supervisor. (5)

	6
	Presentation is defined as any time you are in front of a group of lead sources from the same company talking about your community with a specific, scheduled appointment. You will complete enough presentations to reach occupancy goals or the number assigned to you from your supervisor. (12)

	7
	Civic organizations include the Jaycee’s, Rotary Club, Kiwanis Club and others.  The organization will be approved by your supervisor.  Hours spent  in volunteering will be at least one and not more than 4 each month. If the civic organization requires more hours, first seek approval from your supervisor. (15)

	8
	Contact is defined as a face to face interaction with a lead source when a value match form is not completed. You will complete enough contacts to reach occupancy goals or the number assigned to you from your supervisor.  These are typically brief “cookie drops”.   (4)

	9
	Role Play Lead Source Visits monthly. (13)

	10
	Pencasts will be submitted for every lead source visit.  They will be submitted to the corporate office as well as the coaching company. Your submission will state name of inquiry, date of sales call & call type (call out, visit, presentation) in the subject field.  (6)

	11
	Lead Management Software entries will be made for every contact or attempted contact a sales person has with a referral source. Info will be entered preferably during the same business day.  If that is not possible, it will be entered within 24 hours of the action  (2)

	12
	Referral events are to be held once / month.  At least 25 lead sources will attend each event.  See System: Event: Referral.  (3)

	13
	Coaching calls will review one of your actual lead source visits.  They are scheduled at different times.  (11)

	14
	Able to communicate clearly in verbal and written English

	15
	Able to drive legally and provide your own vehicle.

	16
	Score 80% or better on ValueMatch graded calls.  Value Match graded calls refer to lead source visits. (8)

	17
	Value Match Inquiry Sheets are to be completed for every Lead source Visit using a smart pen.  No earphones are to be used on Lead Source Visits.  (1) (5)

	18
	Computer skills: Word, Excel, PowerPoint, Publisher, E-Mail, Internet.

	19
	Community Outreach will work the days & times determined to be most effective for working with our lead sources  (Calls, Contacts, Visits & Presentations).  

	20
	Sales Activity is defined as any completed or attempted action including: Lead Source Call, Contact, Visit, Presentation or Creative-Follow-Up. (2) 

	21
	Produce sufficient referrals that by meeting company sales conversion standards, census can increase every quarter unless the building is 100% apartment occupied.

	22
	If the building is 100% apartment occupied, performance will be adequate to maintain census at 100% quarter to quarter.


Non-Managerial Position Contract for:      
Position Title: Community Outreach
	Standards

	Companywide

	1. All work will be performed in accordance with all government laws, regulations, ordinances and court rulings in those jurisdictions in which the company operates.

2. All routine work systems will be documented in an operations manual.  The information included in the operations manual is proprietary.

3. All work will be performed according to company policies and standards inherent in all position agreements, system action plans, employee handbook, operations manual, ongoing policy memoranda and dress codes.

4. Client and company information will be held as strictly confidential outside the company.

5. Client health information will be held as strictly confidential.

6. All telephone message calls, both internal and external, will be returned within one business day and within two hours whenever possible.

7. Manager will be notified in an exception report of any issues to be resolved or deadlines that cannot be met by reporting person, prior to the due date.

8. In coordination with RLG, all innovation will be quantified, tested and improved, then documented for routine implementation (i.e. well orchestrated once proven).

9. Problems with any system must be brought to the attention of manager in an exception report so the system can be improved, within the structure of the operations manual.

10. Employees are encouraged to recommend ideas for the improvement of their department and position that are consistent with the company’s Strategic Objective.

11. All policy memoranda indicating changes in policy and / or procedure will be stored in each employee’s operations manual, until the time an updated procedure is provided.

12. Employees will provide staff assistance as requested; each employee may be asked from time to time to cover other areas of accountability and / or departments.

13. All business communications, whether verbal, visual or written, whether for internal or external use, will be professional in tone and content and in accordance with applicable and existing company policies an standards.

14. Employees will respect each other’s time, space and need for concentration.  Socializing and interruptions must not impede workflow.

15. Employees will have regularly scheduled meetings with their managers.

16. Employees will be honest as they deal with everyone they come in contact with at work.

17. Employees will communicate with others in a respectful tone that is audible to the person(s) with whom he or she is speaking.

18. Employees will use positive, uplifting language and never use profane, vulgar or crude language.

19. Employees will exhibit a positive attitude toward and about their co-workers, supervisors, residents, guests, vendors and others whit whom they come in contact.

20. Employees will be punctual in clock-in and out for their assigned shifts as well as breaks. 

21. All emails will contain a RLG approved signature.


Non-Managerial Position Contract for:      
Position Title: Community Outreach
	Signatures

	Statement of the Position Holder: 

I accept the accountabilities of this position and agree to produce the results, perform the work, and meet the standards set forth in this position contract. 

     





     
Date





Signature







     






Printed/Typed Name

Statement of the Position Holder’s Manager:

I agree to provide a working environment, necessary resources, and appropriate training to enable the accountabilities of this position (results, work, standards) to be accomplished.

     





     
Date





Signature







     






Printed/Typed Name
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