Position Agreement
Managerial Position Agreement for: Kyle Taylor

Position Title: V.P. Marketing

Manager’s Position: President

	Result Statement

	This position is accountable for producing the following result:

To optimize utilization of the company’s assets by acquiring long-term, quality clients for the company through the creation of the company’s positioning strategy, sensory package, and marketing strategy, and the development and implementation of Lead Generation and Lead Conversion systems in accordance with the company’s Strategic Objective.


	Reporting Position(s)

	These positions report directly to me and are accountable for producing the indicated result(s):

	Position: Marketing Support
	Position

	Result: To help generate quality, long-term residents for the company by supporting lead generation and lead conversion systems in accordance with the company’s Strategic Objective.
	Result

	Position:
	Position:

	Result:


	Result:
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Position Title: V.P. Marketing

Manager’s Position: President

	Work Listing

	Strategic Work

	Using E-Myth principles and systems, lead the company in business development in two centers of management (Lead Conversion, Lead Generation) attention through all three phases of development.

	Increase the attractiveness and value of the company as perceived by customers, investors, employees and vendors.

	Plan the business’s tactics for achieving the Strategic Objective as it relates to Sales & Marketing.

	Become an E-Myth Mentor

	Lead others in achieving the Strategic Objective.

	Innovate, quantify and orchestrate processes and systems for doing and managing the Sales & Marketing departments.

	Maintain Operations Manual for Sales & Marketing.

	Update Position Agreements for Sales Department.

	Hold Corporate Sales & Marketing Meetings These need to be done in such a manner as to not manage at these.

	Set sales goals with Sales Managers – move to regional

	Train new Sales Managers

	Train existing Sales Managers

	Attend Stand-Up Meeting

	Review Marketing Reports

	Review Internet Site

	Oversee Rent Increases

	Oversee Market Rate Increases

	Oversee Competition Review

	Participate in Administrator Meeting

	Search for and recommend Sales & Marketing trainings & seminars

	Attend UALA & ALFA Conferences and meetings

	Participate in KSI Reviews ???????

	Update demographics for target markets

	Update psychographics for target markets

	Coordinate telephone mystery shops

	Coordinate In-person mystery shops

	Review mystery shops with Sales Managers – or with Administrators or with both??

	Coordinate resident satisfaction surveys

	Coordinate family satisfaction surveys

	Coordinate employee satisfaction surveys

	Identify effective advertising opportunities

	Identify systems

	Oversee systems creation for Sales department

	Be a resource for Sales Managers

	Audit Value Match Inquiry Sheets – how do I do this without managing???

	Audit Daily Activity & Follow Up Sheets – how do I do this without managing???

	Review completed contracts
– how do I do this without managing???

	Review Top 10 – how do I do this without managing???

	Ride along for Lead Source Visits 

	Role play telephone inquiries with Sales Managers

	Role play on-site visits with Sales Managers

	Role play Lead Source visits with Sales Managers

	Complete site inspections

	Shadow On-Site Visits

	Coordinate creation of promotional pieces (brochure, printed, CPS, videos etc)

	Recommend changes / updates to New Resident Paperwork

	Track effectiveness of individual advertising campaigns

	Keep a list of all (current, past & proposed) advertising

	Make recommendations for improved business practices

	Complete E-Myth assignments

	Review Rent Rolls

	Oversee Internet advertising campaigns

	Evaluate recordings of tracking numbers

	Evaluate Call tracking numbers

	Make recommendations for improvements on New Resident Paperwork

	Keep current preferred provider list for referrals

	Make recommendations for increasing referrals

	Review promotional material

	Visit communities
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	Work Listing

	Tactical Work

	Do updates for Twitter

	Do updates for FaceBook

	Update RLG blog

	Update Flickr account

	Forward internet leads

	Manage E-mail marketing campaign

	Submit to free internet sites

	Update Roll-Up Marketing Report
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	Standards

	Position Specific

	Update Position Agreements as needed

	Hold Corporate meetings on a quarterly basis

	Set sales goals monthly.  All goals must be S.M.A.R.T. (specific, measurable, attainable, realistic and timeframe)

	Train new Sales Managers as they are hired

	Train existing sales managers at least 3 / month at scheduled on-site visits

	Attend stand-up meeting daily

	Review Marketing Reports weekly.

	Review Internet Site quarterly

	Review rent increases annually

	Review Market Rate increases annually

	Make sure Sales Managers are completing competition review annually

	Participate in quarterly Administrator Meeting

	Recommend trainings and seminars as they present themselves

	Attend UALA & ALFA annually

	KSI reviews will be quarterly

	Update demographics and psychographics annually

	Telephone mystery shops shall happen monthly

	In person mystery shops shall happen annually

	Review mystery shops with Sales Managers as they are completed

	Satisfaction Surveys shall be done annually

	Identify advertising opportunities as the present themselves or as needed

	Audit Value Match Inquiry Sheets at every on-site visit

	Visit each community three times monthly

	Audit Daily Activity & Follow Up Sheets at every on-site visit

	Review completed contracts monthly

	Review Top 10 at every on-site visit

	Ride Along Lead Source Visits monthly

	Telephone role plays monthly

	On-Site visit role plays monthly

	Role Play LSVs monthly

	Site inspections monthly

	Shadow On-Site Visits monthly

	Coordinate promo piece creation as needed

	Updates to New Resident paperwork as needed

	Track advertising campaigns as the are completed or renewed

	Keep list of advertising as it is proposed, entered into or completed.

	Complete E-Myth assignments as they are assigned

	Review Rent Rolls quarterly

	Evaluate tracking number calls as that ad source is up for renewal

	Make New Resident Paperwork recommendations as needed

	Update preferred provider list as providers drop off

	Review Promotional Material semi-annually

	Update Twitter daily

	Update FaceBook daily

	Update BLOG daily

	Update Flickr as new pictures are available

	Forward internet leads as they come in

	Send monthly email message

	Update free internet site submissions quarterly

	Update Roll-Up Marketing Report weekly
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	Standards

	Companywide

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

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

	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.

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

	Client health information will be held as strictly confidential.

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

	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.

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

	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.

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

	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.

	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.

	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.

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

	Employees will have regularly scheduled meetings with their managers.

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

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

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

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

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

	All emails will contain a RLG approved signature.
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	Signatures

	Statement of 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 agreement.

Signature                                                                                                         Date

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.

Signature                                                                                                         Date

Printed / Typed Name




