Job Description

Manager-Telephone Sales


	Company Name
	

	Employee Name
	     

	Reports to: 
	VP Sales & Marketing

	Hire Date
	     

	Employee Classification:  FORMCHECKBOX 
 Temporary      FORMCHECKBOX 
 Regular Full Time      FORMCHECKBOX 
 Regular Part Time

	Status
	


Job Summary:

Development and management of department personnel and operations to insure achievement of revenue targets.

Job Responsibilities:


* Identify annual revenue goals for individuals/department consistent with financial quota of the company.

* Develop a formal training program in telephone sales techniques and market penetration.

* Train department personnel using formal training program designed.

* Direct/manage department personnel to achieve individual and department goals.

* Develop and implement a marketing plan to include schools, associations, etc. to insure revenue results meet and/or exceed department quota.

* Manage telephone sales customer data base

* Assist in the design and development of telephone sales literature.

* Design and implement sales recognition programs.

* Manage the coordination of all customer direct mailings and respective follow-up.

* Manage all personnel related functions of subordinates.

* Any and all other duties as assigned by manager.

Job Expectations:


* Achieve annual revenue quota

* Achieve minimum expectations for sales activities for each TSR: (30 calls per day, 50% call to contact ratio, 25% contact to quote ratio, 25% quote to order ratio, an average value per order of $2,000., 50 target mailings per week.).

* Conduct monthly reviews with each team member to evaluate performance, their achievement against goals and plan future course of action.

* Conduct monthly meetings with the Vice President of Sales to appraise him of overall department achievements.

· Attend a minimum of two (2) trade shows annually.

Job Qualifications:


Bachelor's Degree, 3 years supervisory/management experience of telephone sales operation, excellent oral and written communication skills, prior experience instructing/training of personnel in telephone sales techniques and market penetration, computer proficiency in data bases Excel and Word, proven record of individual and department achievement of financial goals.
	Acknowledgement:

I have received a copy of my job description and I understand the requirements of the Bindery Operator position.



	Employee’s signature


	Date

	Supervisor’s signature


	Date



