Knowledge / Skill Checklist

Course: STAFF SELLING SKILLS (SSS1)

Delegate Name:  …….…………………..… S/Room:  ………….………..
Date of Course: …..…………….

Area Manager:  ……….……………..……
Area: ………………….……
Trainer: …………………………

Instructions to Delegates: AT START AND END OF THE COURSE: Rate your ability on a competence scale of 1-5 as follows, and insert your ratings in the 1st and 2nd column below (TOTAL both columns at end of course):-

1= No knowledge/skill

2= A little knowledge/skill but considerable development required

3= Some knowledge/skill but development required

4= Good level of knowledge/skill displayed, with a little development required

5= High level of knowledge/skill – no/very little development required

Instructions to Area Managers/Field Sales Trainers: Your delegate has now completed the above course. Check their knowledge/skill, using the questions/ activities below. Rate their ability according to the rating scale above. Write your ratings, in the 3rd column, and ensure the column is totalled. Please FAX the form to the Trainer who ran the course within 2 WEEKS of course completion.

	KNOWLEDGE / SKILL


	PRE 

(DELE.)

(1-5)
	POST (DELE.) 

(1-5)
	POST (A.M./F.S.T) 

(1-5)

	6 STEPS TO SELLING

1. Knows the preparation steps required, prior to the customer entering the showroom 

1.1 Name 3 elements of preparation you would do to prepare for business?
	
	
	

	2. Has a repertoire of openings for effective Approach / Start a conversation
2.1   What are open questions?
2.2   Give two examples of what to say to start a conversation with a customer
	
	
	

	3. Knows the benefits of the Customer Profile Sheet, and can use it effectively
3.1  Name 3 benefits of using a Customer Profile Sheet?

3.2  Give two examples of open questions to establish need
	
	
	

	4. Asks effective Summarise and Confirm questions
4.1  Why do you summarise and confirm?

4.2  Give two examples of effective ‘Summarise and Confirm’ Questions
	
	
	

	5.    Understands what FAB’s are, and can FAB products effectively
5.1 Name 5 Unique Selling Propositions (USP) for Tiny?

5.2   List 4 different customer buying signals?
	
	
	

	6.    Demonstrates a range of different closing techniques

6.1 Name 4 different closing techniques?

6.2  OBSERVE delegate FABing on-site products and payment methods
	
	
	

	ADDITIONAL KNOWLEDGE/SKILLS

7. Understands Tiny’s strengths and development areas from the current mystery shopper report
7.1  From the latest mystery shopper reports, name 2 Tiny strengths and 2 development areas 
	
	
	

	8. Can list the qualities of the ideal Tiny sales person
8.1   What are the qualities of the ideal Tiny salesperson?
	
	
	

	9. Knows a range of selling tools available in the showroom

9.1   Name 4 selling tools you have available in a showroom?
	
	
	

	10. Can define the term ‘Upselling’ and understands the benefits

10.1   What does upselling mean?

10.2  Name 2 benefits of upselling?.
	
	
	

	SELLING PROCESS

11. Demonstrates the 6 step selling process effectively

11.1 Name the 6 steps of the selling process?

11.2 OBSERVE delegate selling to a customer, using the attached Assessment Guidelines. Give feedback to delegate afterwards.


	
	
	

	OVERALL KNOWLEDGE/SKILL                           (TOTAL Both Columns)
	
	
	

	% CHANGE (delegate):              % CHANGE (all delegates):

                            (Training Dept Use)
	
	
	


Knowledge/Skill Checklist – SALES PROCESS Assessment Guidelines 

	1. Approach/Greeting customer
Positive body language?

Smiles?

Acknowledges within 30 secs?

Approach within 2 mins?

Greeted with an unusual question?


	Tick (()
	Any Comments?



	2. Establishing Need
Uses open ended questions?

Asks what for and how much?

Asks who system is for and when buying?

Actively listens?

Uses CPS?

	
	

	3. Summarise and Confirm
Uses summarise and confirm?


	
	

	4. Matches the Need
Matches to no more than 2 options?

Uses Tiny USP’s?

Sells the FABs that were relevant to the needs?

Demonstrates product with customer hands-on?


	
	

	5. Handling Objections
Acknowledges objections?

Deals with objections, positively and professionally?


	
	

	6. The Close

Attempts close?

Uses appropriate close at relevant time?
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