
 

 

 
Main Purpose of Role: 
 
To lead and manage the Company’s Guest Experience, achieving its objectives and standards 
through a team of Sales Associates and Business Managers, utilising regular coaching, robust 
management and constant guest interaction with first and second facing activity at its heart. To 
achieve dealership departmental budgets and guest satisfaction targets by serving and supporting 
Sales Associates and Business Managers to sell a combination of vehicles with add-on products and 
finance.   
 

Key Responsibilities and Duties: 
 

1. Establish realistic and achievable parameters for departmental budgets, enabling these to be 
agreed at senior level and ensuring the sustained profitability of the department.  
 

2. Maximise departmental profit and achieve the business plan through the sale of vehicles, 
add-ons and finance whilst controlling departmental direct costs. 
 

3. Recruit, coach and appraise associates, developing the potential of the team and the 
department’s effectiveness. 
 

4. Agree and establish clear individual targets (where appropriate) for departmental associates 
to ensure everyone is clear about their responsibilities. 
 

5. Update associates with information relating to the day-to-day running of the department, 
ensuring they are aware of departmental processes, systems and policy. 
 

6. Control the purchase and sale of stock through agreed channels to ensure adequate number 
of units and appropriate model mix for sale and complying with budgetary and guest needs. 
 

7. Develop the department’s potential in all areas of marketing, display and promotion 
opportunities. 

 
8. Actively promote the Company’s values and four pillars culture within the business 

 
9. Provide regular information to senior management regarding the status of the department, 

targets achieved and future plans. 

 
Job Description: Sales Manager 

 

Contract: Full Time 

Reports to: Head of Business 

Responsible for: Sales Department 



 

 

 
10. Comply with all FCA requirements and operate within legislative guidelines at all times. 

 
11. Develop personal and Company knowledge through attending both internal and external 

training opportunities as directed. 
 

12. Continually develop knowledge relating to market trends and products within the market 
place via training and related methods. 
 

13. Promote and implement company standards, ensuring the appropriate allocation, security 
and control of funds, vehicles, premises and other company resources. 

 
14. Promote guest satisfaction through reference to feedback reports and letters and 

manufacturers guest service information. 
 

15. Maintain quality and brand standards of dress, attitude, guest care, honesty and health and 
safety in order to portray a professional image to guests at all times. 

 
16. Adhere to and implement all company policies and procedures as appropriate. 

 
Such other duties, commensurate with this post, may be assigned by your Line Manager or their 
nominee. 
 
By my signature below, I certify that I have read and understand the above job description. 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

 
 Signature of Associate: 

 
 

 
 Date: 

 
 

 
 

 
 Signature of Manager: 

 

Date: 

 



 

 

 
The person specification details the necessary skills, qualifications, experience or other attributes 
needed to carry out the job.  Applications are assessed against each of the criteria either at 
application or interview stage.  Applications will be deemed unsuccessful if an essential criterion is 
not met.  This may also help you self-select if you are suitable for the role. 
 

▪ Qualifications / Training 
 

 Essential Desirable 
Full UK Driving License or equivalent ✓  

Excellent literacy and numeracy skills ✓  

Excellent IT skills ✓  

 
▪ Experience / Knowledge 

 

 Essential Desirable 
Proven track record of sales and performance within the 
motor industry 

✓  

Previous management of departmental financial accounts 
and budgeting processes 

✓  

Have excellent communication, organisation and 
interpersonal skills 

✓  

Possess strong leadership and people management 
skills, with a track record of driving a business forward 

✓  

 
▪ Additional Attributes 

 

 Essential Desirable 
Passion and ability to deliver an outstanding guest 
experience 

✓  

Enthusiastic, friendly and helpful ✓  

Respectful and courteous to guests and colleagues ✓  

Flexibility in approach ✓  

Honest with high levels of integrity and drive to succeed ✓  

 

 

 

Person Specification:  
Sales  Manager 

 

 Contract: Full Time 

Reports to: Head of Business 

Responsible for: Sales Department 


