Sales Manager Best Practice Workflow
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Review Daily Health

Check and Morning
Meeting Report

Use Reports for Daily

Sales Team 1:1

Ensure no Leads at
Overdue or Stalled and

address with individual
Sales People

Ensure no leads sit at
'Awaiting Action’ for

longer than 1-2 hours

Keep Floor Log Report

open on TV Display

Check Dashboard to
ensure leads are being
qualified to Listings

Deal with any issues
arising from Lead
Management habits as
they arise

Allocate New Leads to Sales
Team as they are captured

DO THIS WEEKLY

Audit Email Responses
sent to customers by the
Sales Team

o | Lost the previous week to

Review Leads Closed As

ensure Leads have been
worked correctly

Check Wishlist
opportunities to tie deals

together

Check In Market Leads
opportunities and ensure

sales team are working
these leads

Ensure Sales Team are
utilising the Calendar to
schedule follow up &
updating Progress

Ensure Sales Team are
working on Live Leads
follow ups

Ensure appointments are

being set and lead alerts

are being sent to the right
place for the weekend

DO THIS MONTHLY

Ensure Salesperson KPI
Targets set up for next
month

Review Lead Source
Monthly Costs & ensure
that Lead Source and

customer info is captured
with minimal duplication

Organise targeted Live
Leads eDM's to be sent &
review results from
previous Live Leads
activity

Review Team
Performance via Lead
Activity, Lead Conversion,

Sales Pipeline Reports by

Salesperson and Model

Review Appraisals with a
view to helping convert
leads into sales

Ensure Sales Team are
focussing on converting
leads that are Hot, past
Test Drive or at Present
Deal/Write Up Form

Submit any outstanding
Assistance Requests to
the OEM (franchise
dealers only)




