 Position Agreement
Managerial Position Agreement for: 




Date: 18 November 2009

Position Title: Manager, Sales

Manager’s Position: Administrator

	Result Statement

	This position is accountable for producing the following result:

To acquire long-term, quality clients for the company through the effective implementation of the corporate lead generation system; to effectively manage the Sales Department to ensure effective Lead Conversion activities in accordance with company systems and policies; to coordinate all new move-ins with the Administrator. 


	Reporting Position(s)

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

	Position: Leasing Counselor
	Position: Sales Support

	Result:  To acquire long-term, quality clients for the company by converting leads into sales through the execution of our orchestrated sales process in accordance with the company’s Strategic Objective.
	Result:  To support the effective operation of the company and the acquisition and retention of clients by providing information and services related to document production and storage, office supplies, and facilities maintenance.

	Position: Move-In Coordinator
	Position: Chauffeur

	Result:  To help acquire long-term, quality clients for the company by assisting with every detail of moving to our community in accordance with the company’s Strategic Objective.
	Result:  To help acquire and retain long-term, quality clients for the company by delivering people and things safely, accurately and on time in accordance with the company’s Strategic Objective.


Position Agreement
Managerial Position Agreement for: 

Position Title: Manager, Sales

Manager’s Position: Administrator

	Work Listing

	Strategic Work

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

	Plan the company’s tactics for achieving the Strategic Objective as it relates to the Sales Department.

	Become an E-Myth Mentor.

	Lead the sales department in achieving the Strategic Objective.

	Innovate, quantify and orchestrate processes and systems for doing and managing the Sales Department.

	Maintain Operations Manual for Sales Department.

	Update Position Agreements for Sales Department as requested by RLG.

	Attend Corporate Sales Meetings.

	Set sales goals with Administrator.

	Train new & existing direct reports.

	Make sure Marketing Reports are completed accurately.

	Give input into Rent Increases.

	Give input Market Rate Increases.

	Make sure the Competition Review is completed.

	Attend UALA Conferences and meetings.

	Participate in KSI Reviews.

	Complete demographic & psychographic surveys of target markets.

	Review mystery shops with V.P. of Sales.

	Identify effective advertising opportunities.

	Complete systems for Sales department.

	Be a resource direct reports.

	Make sure Residency Agreements are completed accurately.

	Make sure Top 10 prospects list is actually 10.

	Make sure Lead Source Visits are completed for your community.

	Role play telephone inquiries, On-Site Visits & Lead Source visits with Leasing Counselors.

	Recommend changes / updates to New Resident Paperwork.

	Make recommendations for improved business practices.

	Make recommendations for increasing referrals

	Make sure inquiries (telephone or in-person) are handled appropriately.

	Oversee follow-up actions.

	Make sure the list of rent ready apartments is kept current.

	Oversee final inspection of a new move-in’s apartment.

	Make sure all aspects of the new move-in happen properly.

	Make sure all necessary requirements are completed prior to move-in 

	Make sure a New Resident Summary is completed and distributed.

	Make sure sufficient Creative Follow-Up items are stocked in the sales office.

	Make sure voice mail messages and voice mail boxes are kept current.

	Schedule the Sales Department.

	Make sure the checking account is handled properly.

	Oversee Creative Follow-Up.

	Make sure direct reports keep credit card processing password current.

	Make sure Arrival Meetings are held.

	Make sure New Move-In Paperwork is completed appropriately.

	Make sure inventory of promotional pieces is kept current.

	Attend Stand-Up Meeting.

	Review Residency Agreements.

	Make sure Leasing Counselors complete sales expectations for Lead Source Visits, Voice to Voice Call Backs and others as assigned.

	Oversee Lead Tracking.

	Make sure each sales staff member completes the Activity and Follow-Up Sheet.

	Make sure each sales staff member completes a Value Match Inquiry Sheet for each inquiry.

	Make sure the Sales Success BLOG is updated.

	Hold Employee Development Meetings with direct reports.

	Review mystery shops with direct reports.
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Position Title: Manager Sales

Manager’s Position: Administrator

	Work Listing

	Tactical Work

	Complete Value Match Inquiry Sheets.

	Complete Activity and Follow Up Sheets.

	Submit for bonus pay.

	Hold Sales Meetings.

	Complete Prospect Case Studies.

	Process Credit Cards.

	Keep Credit Care Processing password current.

	Review Top 10

	Request updates from Plant Manager on Vacant Ready apartments.


Position Agreement
Managerial Position Agreement for: 

Position Title: Manager Sales

Manager’s Position: Administrator

	Standards

	Position Specific

	Update Position Agreements as needed

	Corporate meetings are held on a quarterly basis

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

	Train new direct reports as they are hired

	Train existing direct reports daily in Sales Meeting.

	Attend stand-up meeting daily

	Marketing Reports are to be completed by Monday at 5:00 pm every week.

	Rent increases happen annually.

	Market Rate increases happen annually

	Competition Reviews are completed annually.

	Attend UALA annually or as requested by Administrator.

	KSI reviews will be quarterly

	Update demographics and psychographics annually

	Review mystery shops with V.P. of Sales as they are completed.

	Identify advertising opportunities as the present themselves or as needed

	Review completed Residency Agreements within two days.

	Review Top 10 daily.

	50 Lead Source Visits & 50 Voice to Voice Call Backs are to be completed monthly / full time employee.

	Telephone role plays will happen weekly.

	Role Play Lead Source Visits and On-Site Visits monthly

	Order promo pieces as needed

	Make updates & recommendations to New Resident paperwork as needed

	Review Promotional Material semi-annually

	Schedule staff sufficient to complete all sales activities.

	Update Sales Success Blog weekly.

	Oversight of inquiries and follow-up actions is on an on-going basis.

	Request daily updates from Plant Manager on vacant ready apartments.

	Final Inspection of the apartment will happen no later than 1 business day prior to move.

	Aspects of the new move-in paperwork will be in accordance with that system.

	Necessary requirements for move-in will be in accordance with that system. 

	New Resident Summaries are to be delivered to Department Heads at least one day prior to Arrival Meeting or Move-in, which ever happens first.

	Creative Follow-Up items include, but are not limited to: (2) Get Well Baskets; (2) Pet Care Baskets; Occasion cards (birthday, anniversary, get well, sympathy, holiday

	Update voice mail message as staff change.

	Sales Department schedule will have coverage at least from 9:00 am – 7:00 pm on weekdays & 10:00 am to 4:00 pm on Saturdays.

	Lead entries will be made for every contact or attempted contact a sales person has with a prospective resident, one of their influencers and / or a referral source.

	The checking account will be kept balanced and with a positive balance every day.

	Bonus pay will be submitted for on the 15th and last day of each month.  Move-in bonuses will be paid only after the resident has lived at the community for 30 days.

	Sales Meetings will be held daily.  These meeting will be held in accordance with that system.

	Complete a Prospect Case Study as needed.  Generally, these are best for a lead you know well, but has stalled.

	Process Credit Cards for prospective residents leaving a deposit on an apartment.  All other processing should be handled by someone in the office.

	Keep Credit Care processing current by logging in every 30 days.

	Arrival Meetings should be held prior to the resident’s move.  Department heads, the new resident and their family are invited.  This meeting should last approximately 15 minutes.

	Activity and Follow-Up Sheets are to be completed weekly for each person in the sales department.

	Value Match Inquiry Sheets are to be completed for every inquiry.

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

	Able to drive legally and provide your own vehicle.

	Sales goals are to be set monthly with administrator.

	Complete systems as requested by RLG.

	Make recommendations to improve business practices and increase referrals as needed.

	Update list of vacant ready apartments daily.

	Employee Development Meetings are to be held weekly.

	Review mystery shops as the reports are completed.

	Inquiry to On-Site Visit Ratio will be at least 75%.  You will meet with your Administrator & V.P. Marketing to determine a plan to achieve these numbers.

	On-Site Visit to Move-In Ratio will be at least 40%.  You will meet with your Administrator & V.P. Marketing to determine a plan to achieve these numbers.

	Responsibility is accepted for all Systems to which overall accountability is given.

	Every interaction with an inquiry, their family, a pending resident, their family or a new resident or their family that you have will be recorded in BlueStep.
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Position Title: Manager, Sales

Manager’s Position: Administrator

	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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Position Title: Manager, Sales

Manager’s Position: Administrator

	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




