Position Agreement
Managerial Position Agreement for: 

Position Title: Sales Support


Manager’s Position: Manager, Sales

	Result Statement

	This position is accountable for producing the following result:

To support the effective operation of the acquisition and of clients by providing information and services to the sales department.


	Work Listing

	Tactical Work

	Attend Sales Meetings.

	Participate in Prospect Case Studies.

	Process Credit Cards.

	Keep Credit Care Processing password current.

	Attend Corporate Sales Meetings.

	Set goals with Manager, Sales.

	Assist with Competition Review.

	Attend UALA Conferences.

	Prepare New Resident Paperwork.

	Role play telephone inquiries and on-site visits.

	Handle incoming inquiry calls.

	Handle on-site visits.

	Prep Discovery Room

	Complete Daily Report

	Manage Tickler Files

	Update unit status on Inventory Board

	Update Top 10 Board

	Update Top 10 Referral Source Board

	Update Pending Board

	Update Calendar with move-ins, move-outs and scheduled appointments including on-site visits, home visits and lead source visits.

	Manage Activity & Follow-up Sheets

	Organize and keep sales office clean

	Prep model apartment(s).

	Import Telenotes

	Complete Marketing Report

	Order Welcome Labels

	Balance Checkbook

	Set up Model Open sign

	Inspect building for on-site visit readiness

	Stock refrigerator

	Coordinate for deliveries.

	Stock and organize all books, calendars and collateral materials.

	Review Lead Tracking System for expired actions.

	Maintain all current phone extension, cell phones and pagers for Sales Department as well as management staff.

	Update resident and apartment census.

	Complete Activity & Follow-Up Sheet

	Complete Value Match Inquiry Card

	Recommend changes / updates to New Resident Paperwork

	Recommend changes / updates to improve business practices

	Complete assigned clerical duties

	Assist with demographic & psychographic surveys

	Assist with Systems creation for the sales department

	Assist with Sales Success Blog updates

	Keep sufficient blank inquiry forms available

	Keep promo inventory current

	Carry out Creative Follow Up Campaigns

	Keep Creative Follow-Up items stocked

	Print & distribute New Resident Summaries
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	Standards

	Position Specific

	Corporate sales meetings are held on a quarterly basis.

	Set quarterly personal goals with Manager, Sales.  All goals must be S.M.A.R.T. (specific, measurable, attainable, realistic and timeframe)

	Competition Reviews are completed annually.

	Attend UALA annually or as requested by Manager, Sales.

	Telephone role plays will happen weekly.

	On-Site visit role plays will happen monthly.

	50 Voice to voice call backs are to be completed monthly.

	Sales Meetings will be held daily.  These meeting will be held in accordance with the Sales Meeting System.

	Participate in Prospect Case Studies as requested by Sales Manager.  These will be held in accordance with Prospect Case Study System.

	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.

	Activity and Follow-Up Sheets are to be completed daily 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 and Internet

	New Resident Paperwork is to be prepared prior to the contract signing which is to happen prior to the resident moving in.

	Handle incoming inquiry calls & on-site visits when all other sales people are busy.

	Prep the discovery room every morning and close it down every evening.

	Complete the Daily Report in time for Stand-Up Meeting every day.

	Pull Tickler files daily before Sales Meeting.

	Update unit status daily.

	Update Top 10 board, Top 10 Referral Source board & Pending board as changes and updates occur.

	Update Calendar as those actions are scheduled or happen.

	Organize the sales office daily at a minimum.  More frequently as needed.

	Prep model apartment(s) in the morning and close it down and lock it in the evening.  Check for cleanliness, comfortable temperature, lighting etc.

	Import Telenotes to daily.

	Complete Marketing Report by 5:00 pm each Monday.

	Order Welcome Labels for every new move-in.

	Keep checkbook balanced daily.  Reconcile the account monthly as the statement arrives from the bank.

	Model Open sign is to go on the street daily.  Put it out in the morning and take it in at night.  Inflate helium balloons (3 / sign) and attach to the sign(s).

	Inspect the building every morning to make sure it is ready for any on-site visits.  Pick up and straighten as necessary.  Report any significant issues to Sales Manager.

	Stock refrigerator for Discovery Room with drinks every morning.

	All local deliveries should be handled by our chauffeur.  Other deliveries should be handled by FedEx.  Coordinate with chauffeur to drop off appropriate deliveries to a FedEx drop.  Standard Overnight is the preferred choice.

	Review Lead Tracking System monthly.

	Update resident & apartment census daily.

	Sales Success Blog Updates are to happen weekly.

	New Resident Summary is to be distributed prior to the Arrival Meeting.

	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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	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




