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Jardine Motors Group

Trainee Sales Executive Professional Development Plan


	Area
	Experience
	Notes: Detail of work undertaken
	Date completed
	Manager’s signature to confirm employee is competent in this area

	Induction
	To become aware of the general processes and procedures of working as a sales executive in a JMG business.  
	
	
	

	Induction
	To pass a dealership quiz regarding general processes and procedures.
	
	
	

	Induction 
	Discuss all policies & procedures contained in the Sales Handbook.
	
	
	

	Selling skills
	Complete a customer profile  and familiarise yourself with all documentation. 
	
	
	

	Training
	Attend Pro-active selling course.
	
	
	

	Training
	Attend Pro-active selling on the telephone.
	
	
	

	Training
	Attend Pro-active finance for sales executive’s course. 
	
	
	

	Training
	Study sales brochures of product range (test to be conducted by Line Manager at the end of the week).
	
	
	

	Training
	Take all available models of cars in the range out for a demonstration drive.
	
	
	

	Selling Skills
	Discuss the used car appraisal procedure.  Complete a vehicle appraisal and attend auction with relevant person.  
	
	
	

	Selling Skills
	Complete a Customer Profile for a specified vehicle for valuation by the Sales Manager.
	
	
	

	Sales Administration
	Discuss process of vehicle including ordering documentation and procedures.
	
	
	

	Selling Skills
	Discuss dealership handover procedure for new and used cars.
	
	
	

	Selling Skills
	Mystery shop nominated local competitive dealerships.
	
	
	

	Finance
	Review the finance house arrangements and understand the range of products on offer.
	
	
	

	Selling skills
	Review Dealership prospecting and follow up system.
	
	
	

	Selling skills
	Discuss the implications of Product Liability.
	
	
	

	Selling skills
	Discuss the Trade Descriptions Act.
	
	
	

	Selling skills
	Discuss the ‘sales import misrepresentation’ and sign declaration.
	
	
	

	Parts
	Spend two to three days in the Parts Department.  Specifically review the range of accessories available, pricing structures and ordering procedures.
	
	
	

	Selling skills
	Spend one to two days in the Valeting Department, helping to prepare a car for hand-over.
	
	
	

	Service
	Spend two to three days in the Service Department reviewing preparation procedures for new and used vehicles. Discuss with technician.
	
	
	

	Service
	Spend one day in Service Reception to understand booking, loading and invoicing procedures.
	
	
	

	Aftersales
	Discuss aftersales policies procedures with aftersales manager.
	
	
	

	Sales Administration
	Effectively complete an accurate deal file from start to finish.
	
	
	

	Sales Administration
	Provide administration support to the sales team.
	
	
	

	Selling skills
	Demonstrate to line manager the main products and variations between vehicles in the sales department.
	
	
	

	Selling Skills
	Role-play a sale from ‘Instant Attention’ to ‘Their Car, Their Lifestyle’.
	
	
	

	Finance Skills
	Spend two to three days shadowing Business manager. 
	
	
	

	Finance Skills
	Role-Play a finance lead enquiry, including qualification and referral to the Business Manager.
	
	
	

	Selling skills
	Role-play the presentation of a deal to a customer. (‘Down to Business’ and ‘Winning the Customer’)
	
	
	

	Selling Skills (Telephone)
	Successfully arrange 10 customer appointments from telephone enquiries.
	
	
	

	Selling Skills
	Shadow a sales executive on a demonstration.
	
	
	

	Selling Skills
	Role-play a demonstration with a manager.
	
	
	

	Selling Skills
	Successfully complete a demonstration with a customer.
	
	
	

	Selling Skills
	Successfully complete a sale from ‘Instant Attention’ through to ‘hand-over’.
	
	
	

	Selling Skills
	Spend two days Shadowing the Transaction Manager, to understand process management and management administration of enquiries.
	
	
	

	Vehicle Control
	Spend one day with site co-ordinator, learning the loading and unloading of vehicles from transport and process for taxing vehicles. 
	
	
	

	Marketing
	Spend one day with Marketing Officer, learning database control.  
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