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Job Description

	Title: 
	Sales Executive

	Division:
	Truck Parts Locator

	Department: 
	Sales & Marketing

	Reports to: 
	Sales Manager

	Job Classification: 

(Support, Professional, Management)
	Support

	Location:
	Longueuil

	Last Update:
	August 4, 2010


	Position Overview

Please describe the purpose/fundamentals of the position

	· Reporting to the Sales Manager, the Sales Executive is responsible for client acquisition. Performance oriented, he must deliver a best-in-class customer service and maximize his contribution to the company’s revenues through sales and retention.  


	Main Responsibilities/Activities

Please specify the key responsibilities (5-7 bullet points) that characterize the position (ex: Establish, Process, Support, Coordinate, Assist, Supervise, Manage, Organize, Ensure, Operate, Input, Update, Perform, Prepare, Design, Develop, Monitor, Research, Provide, Identify, Participate etc…)

	· Organize a schedule to follow up with prospects in an efficient manner;

· Establish a good relationship and rapport with members;

· Handle incoming, outgoing and cold calls. 
· Build Member loyalty by providing recommendations, alternatives, up selling of products and Value Added Services;
· Provide complete understanding of Truck Parts Locator’s products and services;

· Execute sales and retention campaigns as per Business objectives and offer long-term solutions to retain clients;
· Proactively analyze client information; provide recommendations on possible improvements to products and services to the Product Manager; 
· Coordinate with internal operational groups to investigate and resolve complex Member issues;
· Ensure that customer support issues are resolved in a timely fashion and are followed up upon;
· Adhere to established service level agreement (SLA).


	Education and Professional Designation

Please indicate the Education Level, Diploma and/or Professional Designation required for the position

	· College diploma or equivalent work experience 


	Experience

Please indicate the number of years of relevant experience as well as any specific industry experience required for the position

	· Experience and knowledge in the Truck parts industry (asset)

· Experience in IT related products (asset)

· Customer Service experience (within a B2B environment, an asset)
· Minimum 2-3 years experience working in a call centre environment 


	Skills and Competencies

Please indicate the skills and competencies required for the position (8-10 bullet points) – examples include: 1) Must have excellent phone and e-mail etiquette, delivering high standards of customer service 2) Proficiency in Microsoft Office (Word, Excel, PowerPoint and Outlook 3) Individual must be motivated and enthusiastic and able to work independently as well as in a team environment 4) Excellent written and verbal communication skills 5) Strong organizational skills 6) Demonstrated people management skills 7) Ability to work efficiently, multi-task and maintain professionalism in high-pressure environments 8)Bilingual (oral and written) would be an asset

	· Effective communication skills

· Ability to communicate concepts & conduct training

· Ability to maintain professional demeanor during high stress periods

· Proficiency with standard computer programs and applications

· Strong organizational skills

· Ability to work with diverse groups of people

· Ability to understand accents and appreciate cultural differences

· Passionate and results oriented

· Excellent communication and presentation, time management and organizational skills

· Fluency in written and spoken English; knowledge of French or other languages would be considered an asset 

· Flexibility to work an early shift if required 
· Good knowledge of MS Office 
· Knowledge of SalesForce CRM tool considered an asset
· Flexibility to work an early or night shift if required
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