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Job Description


	Job title: 
	Sales Executive

	Department: 
	Sales

	Responsible to: 
	Sales Manager/ Field Sales Manager

	Responsible for: 
	NA



	Job Role: 
To lead and manage the end-to-end new Customer Journey, delivering 5* customer service and achieving KPI’s, whilst working collaboratively with other team members and departments to meet shared goals.

	



	
Main Duties and Responsibilities:  

1. 	Achievement of Sales KPI’s:
· Achieve development reservation, legal completion and forward sold targets   
· Lead negotiations with a focus on minimising incentives whilst maximising price performance
· Proactively manage ongoing reservations to minimise days to exchange, mitigate risk, and maintain a low cancellation rate
· Capture full customer information and utilise available schemes to drive sale conversions

2. Deliver 5* customer service and experience:
· Conduct comprehensive show home demonstrations for all visitors, effectively promoting Story Homes’ unique specification and key selling points 
· Recognise customer profiles to tailor your approach and build rapport
· Effectively identify customer requirements, providing relevant information and proactively managing objections with a positive approach
· Maintain effective customer communication in line with the lead management plan and Customer Journey
· Demonstrate full Consumer code compliance whilst effectively managing customer expectations throughout the process. 
· Conduct customer choices, upgrades and optional extras appointments, providing guidance and support to help customers make informed decisions whilst actively identifying opportunities to upsell additional features and upgrades
· Promptly and professionally respond to customer enquiries, questions and concerns, ensuring all interactions align with the Customer Journey with customer experience at the forefront of all aspects of work
· In conjunction with the Production team, provide knowledgeable and informative pre-legal inspections, new home demonstrations and handovers, ensuring customers fully understand their new homes

3. Deliver Story Homes quality standards:
· Conduct regular plot checks and key stage inspections, championing quality throughout the build process, identifying and reporting any quality or presentation issues to the site team and management 
· Regularly review and maintain site and sales presentation standards, highlighting any areas requiring improvement
· Take part in weekly Production/Sales meetings, working effectively as a team to discuss and deliver high standards of presentation, taking ownership and responsibility for seeing through actions  
· Proudly represent Story Homes and promote the company values to all customers and colleagues 
· Ensure full compliance with uniform and personal presentation standards to reflect the company’s commitment to professionalism and high-quality 

4.	Provide accurate and timely information and data to customers and colleagues:
· Provide accurate and up to date information, with all Customer Journey information recorded on the CRM system 
· Liaise and communicate effectively with external bodies such as solicitors and financial advisers 
· Maintain clear and consistent communication by actively engaging with the Production team and Sales Managers to ensure alignment, smooth operational processes, and timely identification and resolution of any issues
· Conduct and submit accurate and timely comprehensive monthly competitor reports
· Collaborate with the Marketing and Communications team by providing customer stories, testimonials, and feedback from marketing campaigns to support content development and inform future marketing strategies

5. Compliance with training and regulatory bodies:
· Completion of the Sales Excellence Training Programme within the required timeframes 
· Proactively identify and communicate individual training needs to the Sales Manager to support continuous growth
· Maintain comprehensive knowledge of relevant industry regulations, demonstrating full compliance
· Mentor and guide Trainee Sales Executives to support their professional development
· Understand Health and Safety policies and procedures, ensuring full compliance with all requirements and actively promoting a safe working environment




	Key Attributes



	Core:
· Experience managing a new build development and achieving KPI’s 
· Excellent negotiation and communication skills
· Proven ability to meet and exceed sales targets whilst managing a varied workload in a fast-paced environment
· High standards of presentation
· Knowledge of the conveyancing process and a proven history working with solicitors and financial advisors 
· Proactive, professional, and self- driven
· Excellent demonstration skills and knowledge
· Ability to work independently
· Ability to be an effective team player


	
	

Desirable:
· Ability to adapt to change and a willingness to make suggestions for business improvement
· A flexible approach to working days/ hours to meet the needs of the business
· Confident training new starters and trainees




	Qualifications/
Experience
	Core:
· Previous experience working in the new build industry and managing a new home development
· Experience of selling off plan
· Good literacy, numeracy, and IT skills  
· Knowledge of the housing market and conveyancing process 
· Full UK driving licence and own transport


	
	Desirable:
· Experience working with and maintaining Sales CRM systems 
· Knowledge and understanding of home buying schemes, including Part Exchange and Home Move 
· Undertaking customer choices appointments and upselling extras 
· First Aid 




	I confirm I have read and understood my job description.

	Employee Name
	
	Date
	

	Employee Signature
	
	Date
	

	Line Manager Signature
	
	Date
	



It is a requirement of Story Homes that all staff work in a flexible manner compatible with their job and in line with the objectives of the company. Please note that the job description for this position may be reviewed and amended to incorporate the future needs of the business.
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