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Job responsib i l i t ies

Company message

Compet i tors

COMPANY OVERVIEW
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Understand your  products  and serv ices.

Drive sa les o f  your  p roducts and services.

Achieve and then exceed your  assigned sa les quota.

Represent  the company to  the marketp lace in  a  profess ional  manner.

JOB RESPONSIBILITIES
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What do we do?

 Our products and services.

What do we br ing to  the tab le?

 Our value proposit ion.

Who are we?

 Our market space and our prof i le.

What are our  core va lues?

 Our mission statement.

COMPANY MESSAGE
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Who are our  compet i tors?

What do they do?

What do they br ing to  the tab le?

COMPETITORS
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Documentat ion

Presentat ion

Sign-o ff

Prospect ing and lead generat ion

Plann ing sa les ca l ls

Meet ings

Post ca l l  fo l low-up

SALES PROCESS

Get more	  	  	  	   	  	   	  	   	  	  	  	  	  from	  http://www.getforms.org	  



Ident i fy cur rent  customer  base.

Ident i fy and rank prospects .

Schedule sa les ca l ls .

PROSPECTING AND LEAD GENERATION
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Research prospect  company.

Ident i fy audience.

Def ine presa les suppor t  ( for  example,  engineers) .

Plan meet ing agenda.

Cal l  and conf i rm meet ing ahead of  t ime.

PLANNING SALES CALLS
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Make in troduct ions.

Def ine and then conf i rm prospect ’s  ob ject ives.

Def ine your ob ject ives.

Review bus iness need.

Ident i fy cont r ibut ing factors .

Present poss ib le  so lu t ions.

Reach consensus ( f i t ,  no f i t ,  invest igate fur ther) .

MEETINGS
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Send summary e-mai l  message or  le t ter  to  prospect ,  and then fo l low up wi th  a  phone ca l l .

 Thank prospect for meeting

 Recap meeting

 Review agreed-upon next steps

 State future intentions

Not i fy appropr ia te  in terna l  resources ( for  example,  engineer)

fo r  next-s tep assistance.

Update account f i le  or  system.

Update p ipe l ine account  data.

POST CALL FOLLOW-UP
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Prepare appropr ia te  documents.

Review documents wi th  prospect .

DOCUMENTATION
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Del iver  f inal  documents.

Present proposal .

Request  the  sa le .

PRESENTATION
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Sign documents.

Close the sa le .

SIGN-OFF
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