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Job Description for: 		

Date:				

Position:	Sales Manager

Reports to:			General Manager
__________________________________________________________________________

Company Vision
“We will be the very best foodservice distributor by being innovative and responsive to the interest and continued success of our customers, which in turn will provide for the success of our co-workers, suppliers and community”

Overview 
The primary responsibility of this role is:
· To improve Bidfood’s market share and sales within a defined area.
· Maintain and manage all service aspects in your sales area to ensure your customers receive a high level of customer service.

Functional Relationships
· Sales Team, Purchasing Staff, Operations Manager, Despatch and Delivery Staff, Stores Staff, General Manager.

Key Responsibilities 

1) Sales Management

a) Set Sales and Margin strategy with General Manager.
b) Ensure the sales team is aware of and understands the Sales and Margin strategy.
c) Manager execution of the Sales and Margin strategy, ensuring appropriate balance between maximising profitability and attracting/retaining customers, and ensuring that GP% set in company strategy and budgets are achieved.
d) Build capacity within the Sales Team, particularly in the areas of account planning and execution.
e) Plan and execute corrective action when actual results are below budget expectations, so that any shortfall year to date is recovered in the remaining fiscal months.
f) Monitor and control sales related costs, including (but not limited to) telephone, sales vehicle costs, advertising, samples and overtime, and ensure total sales expenses do not exceed budget.
g) Measure adherence to call cycles on regular basis and take corrective action where necessary.
h) Manage your own Customer sales base.
i) Provide Sales Team with monthly Sales Analysis to identify both growth and inactive Customers.
j) Direct and coordinate Company Promotional Programmes, Trade Shows and Branch specific promotional activities
i) Measure effectiveness of these promotional activities at branch level.
ii) Recommend strategies to improve effectiveness at branch level.
k) Direct and coordinate development and growth of the “Smart Choice” and “Exclusive Brands” mandatory product range in conjunction with the National support office.
l) Plan and assist Sales Team to move Customers to the My Bidfood web based ordering system.
m) Direct and coordinate Sales to National Contractual business such as Spotless, Eurest and Hotel Chains excluding “QSR” outlets such as Subway, Domino’s.
n) Establish and maintain strong relationships with key customers with regular contact as appropriate, and in particular resolve customer issues as they arise.
o) Maintain current and detailed knowledge of the foodservice market including current pricing, product availability, competitor activity, new product innovations, supplier activity etc.
p) Build the profile and credibility of the Foodservice brand.
q) Ensure Sales Team are up to date with existing products and new product development through close liaison and effective communication with Purchasing Department.
r) Monitor Customer Special Pricing and approve quoted pricing offered by Sales Team.
s) Review Margin Exception Report on a daily basis and ensure that low margin sales have been authorised.
t) Establish regular Sales Meeting involving other Departments as necessary.
u) Attend to all management issues involving the Sales Team.
v) Establish close liaison with Despatch Manager to ensure we can maintain or exceed Customer service expectations and don’t promise what we cannot deliver.

2) Staff Management

a) Recruit staff when necessary following company procedures and liaising with branch management.  Ensure induction procedures are completed.
b) Set goals for your staff and schedule regular performance reviews.
c) Ensure that your staff understand the key performance indicators.
d) Identify and direct staff training to ensure Sales Team understand Sales Strategy and are able to achieve set Sales and Margin Budgets.
e) Succession planning.  Ensure all roles within the team are adequately covered in any circumstance, including temporary absence.
f) Ensure Company policies, including Food Safety, Health and Safety and Vehicle Policy are followed by Sales Team.
g) Discipline staff when required using the Company Human Resources Manual as a reference.
h) Set and maintain appropriate work and dress standards.
i) Ensure that all administrative matters, such as leave forms are completed as required.

3) General

a) Assist with the collection of Accounts Receivable when required.
b) Assist with stock takes when required.
c) Be available for training courses, sales conferences and hospitality shows which may be held over weekends.
d) Attend sales, HOD and other meetings when required.
e) Be competent to use Realtime computer system for reports and inputting orders.
f) Ensure that all pricing and system fields are updated, and that the price vendor file is maintained.

4) Food Safety

a) Ensure that the company’s food safety program is adhered to at all times.
b) Immediately advise the Health and Safety Manager and your Manager if you become aware that the company’s food safety program or health and safety policies are not being adhered to or if you believe any thing is occurring that may put the health or safety of staff, suppliers, customers, consumers or the public as risk.
c) As per your Employment Agreement, ensure that you maintain the highest levels of food safety.
d) Observe Company policies on personal hygiene, wounds and infectious illnesses.

5) Health and Safety

a) Adhere to Health and Safety rules outlined in Item 18 in your Employment Agreement.
b) Under the Health and Safety in Employment Act 1992, you are obliged to take all practical steps to ensure your own safety at work and to ensure the safety of all other persons in the workplace.
c) Ensure that the Safety Officer is advised of any new accidents, incidents or hazards identified immediately.  Report any health and safety concerns to the Safety Officer.


Key Performance Indicators

· Compliance with Food Safety requirements.
· Contribution to achievement of goals within overall operations group and company.
· Sales growth %.
· My Bidfood Growth.
· Development of smartmail.


I accept this position and its accountabilities and I agree to use the systems, to meet the standards and to produce the stated outcome.



Signature:		______________________________________________


Date signed:		______________________________________________
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