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Unit 10: Personal Selling in Business (5 Credits) 

Assessment Sheet
Name:


………………………………………………………………………………
	
	Assessment Criteria
	Achieved



	Pass 1
	Describe the role of sales staff

	

	Pass 2


	Identify the techniques used when making personal sales

	

	Pass 3


	Explain the knowledge and skills used when making personal sales

	

	Pass 4


	Prepare to make personal sales

	

	Pass 5


	Use selling skills and processes to make sales
	

	Merit 1

	Explain the role of sales staff and the sales techniques they use

	

	Merit 2

	Compare the selling skills and processes used in different situations

	

	Distinction 1


	Demonstrate the confident use of personal selling skills when making sales

	

	Distinction 2
	Evaluate the preparation, skills and processes used 

in different situations

	


	P1
	M1
	D1
	
	
	Points per credit (x 5 credits)

	P2
	M2
	D2
	
	
	
	
	

	  P3
	
	
	
	
	Pass
	Merit
	Distinction

	P4
	
	
	
	
	
	
	

	
	
	
	
	Level 2
	5
	6
	7

	
	
	
	
	
	
	
	


Final Grade Conversion Table:

	
	Pass
	Merit
	Distinction
	Distinction*

	L2 Certificate

(1 GCSE)
	75-84
	85-94
	95-99
	100+

	L2 Extended Certificate

(2 GCSEs)
	150-169
	170-189
	190-199
	200+

	L2 Diploma

(4 GCSEs)
	300-339
	340-379
	380-399
	400+


Overall Grade:

Pass
  /
Merit

/
Distinction

Final deadline 11th January 2013
In submitting your work for assessment, you are confirming that the work is your own.  On completion of this unit, this document must be signed as a declaration that the work submitted is your own:

Assessor Signature: …………………
Date: …………     Student Signature: ……………………………
Date: …………

Scenario One
You are the Sales Director for a large telecommunications company that are at the forefront of new technological innovation. The company has recently taken on a number of new recruits to work in their sales dept. You will have to assume that they do not know very much about the company, its products or personal selling. You have organised a special training event to induct and train these new members of staff. 
Describe the role of sales staff
Task One
Prepare a presentation using Microsoft PowerPoint that describes the role of sales staff in an organisation. This presentation will be used at the training event. Your presentation should be based upon the following themes:

· Selling (goods, services, product surround)
· Establishing customer requirements
· Matching goods/services to customer requirements
· Providing information
· Developing customer care 

· Gathering feedback
· First point of contact
· Representing the organisation 

· Promoting the product 
You should provide relevant examples of real businesses to back up what you are saying. This can be through your own experiences as a customer.
This task provides evidence for P1
Submission date:

…………………………… 
The role of sales staff is more than just selling and it is also the responsibility of sales personnel in promoting the organisation and the contribution they make towards an organisation’s goals. Meeting the customers’ needs for a product or service may be a starting point but often selling goes beyond this. The C.E.O recently read an article that:
“Stores in the John Lewis Partnership are never knowingly undersold, the staff are in uniform, they have specific product training and are unfailingly polite. As a result, the business has one of the best reputations on Britain’s high streets; a reputation to which the sales staff contribute in great measure.”
He would like you to research the importance of sales staff to the John Lewis partnership in contributing to it’s organisational objectives and write up a report for him to address the board of directors.
This task provides evidence for M1

Submission date:

………………………………
Identify the techniques used when making personal sales
Task Two

Prepare a poster to put up at the training event for the new recruits that will inform them about the different techniques businesses could use to sell their products or services. You should include the following:Cold calling, Face-to-face selling, Drop-in visits, Telemarketing
For example: a sales person selling windows over the phone would use a different selling technique to someone selling cosmetics in a department store.  One is face-to face and involves personal interaction. One needs to be aware of the impact made by personal physical presentation, the other needs to be aware of the impact made by vocal presentation.
HINT: You should include relevant, real life examples and suitable images
This task provides evidence for P2

Submission date:

…………………………………..
Explain the role of sales staff and the sales techniques they use
Task Three

Prepare an information leaflet to give to new recruits at the training event to inform them about the different techniques businesses could use to sell their products or services. For example working in a dispensing pharmacy requires a different skill set from selling in a clothes store. The legal constraints are stronger in pharmacies. Customers may also want advice and be in some distress. In a clothes store the purchases represent discretionary spending. The legal and regulatory requirements are much more modest. Less training may be required. Decide on the personal skills and processes needed by sales staff in each of the following situations:

a) Selling insurance over the phone through cold-calling

b) Selling holidays at a travel agents

c) Selling clothes in Selfridges (large department store)

d) Selling mobile phones in Carphone Warehouse

e) Selling meat in a traditional butcher’s 
f) Selling computer games at Game
g) Selling a wedding dress

h) Selling fruit and vegetables on a market stall
HINT: You should include relevant, real life examples 
This task provides evidence for M2

Submission date:

……………………………….
Your C.E.O has seen the leaflet that you have produced and was really surprised by how many different techniques there are with regard to selling. He would like you to follow up this work by writing him an email that evaluates the preparation skills and processes used when making personal sales in different situations. He would like you to draw upon the experiences you’ve had of selling when being a customer and during your role play.

This task provides evidence for D2

Submission date:

………………………………..
Explain the knowledge and skills used when making personal sales.
Task 4
Draw a mind-map (one side of A3 paper) to give to trainees on the knowledge and skills required by sales staff during the sales process; include relevant consumer legislation they must follow to ensure they are selling goods and services legally. A comprehensive guide will include the following areas:
· Product knowledge; 
· Sales motivation; 
· Closing sales; 
· Sales techniques (eg by cold calling, face to face, drop-in visits, telemarketing); 
· Legislation affecting personal selling; 

· Organisational policies (eg price matching, discounting, guarantees, after sales service, customer care); 
· Reflective practice, eg Gibbs cycle of reflection

You should insert an image of a sales person in the centre of your mind-map then insert appropriate sections around the outside. You should include suitable headings, explanation, examples and images.

This task provides evidence for P3
Submission date:

……………………………………..
Scenario Two
To help the new recruits at the training event to understand the role of selling as a travel agent you are going to produce a video that role plays out what effective selling would involve. This will then be shown to the new recruits to help them practise for when they become travel representatives.  

Prepare to make personal sales.
Task 5
You will need to get into teams that have a maximum of 4 people. You will need as part of the task to:

> Prepare a sales area that is photographed and annotated as to why it is appropriate for good for sales. 

> Prepare a checklist of the type of questions you'd ask a customer to be given to the recruits. You will need to practise this as you cannot use it in the actual role play. This will need to be handed in.

> Acquire product knowledge through the completion of a test, scoring a minimum of 90%. This will be a research based task provide by the owner of the travel company. 
HINT: although you are working in teams you will need to provide evidence of all of the above activities for yourself. 
This task provides evidence for P4

Submission date:

…………………………………………..
Task 6
The day has arrived for you to complete your role play. Remember that you will need to demonstrate personal selling skills that convey a positive image both of yourself and the products and services you are selling as well as their organisation. You should show that you can sell goods in ways that demonstrate good customer care. Your role play will need to be officially observed to ensure you have what it takes to be a top sales member at the travel agency. At the end of this task you will need:
This task provides evidence for P5

To obtain the distinction you must show confidence in selling goods and services and in the use of associated sales processes. This can be demonstrated in your role play by dealing with a new customer who will have a variety of needs that you are unaware of. The customer will be shy and will therefore need to be handled with expertise, to ensure that you fully satisfy their needs and that they get a holiday of a lifetime.  
HINT: the following aspects will need to be considered when faced with a new customer, as this will demonstrate confidence 
· Sales (initiate, make, close)

· After sales service (eg delivery, warranty, customer care, satisfaction, follow up, feedback)
· Handling complaints 

· Repeat sales 

· Up-selling
· Recording information (eg sales, payments, customer information) 

· Liaison with other departments (eg customer collection, despatch, accounts, service)
This task provides evidence for D1
Submission date:

……………………………………….
Final date for submission is:
January 11th 2013.
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