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FACE-TO-FACE SALES SKILLS
For each of the key elements of the sales process, rate yourself or your team on a scale of 1 – 10, where 1 is very poor and 10 is excellent.   

1.  ESTABLISH RAPPORT
· Completing introductions, swapping business cards, shaking hands. Creating a personal bond

· Agreeing agenda and meeting timeframe


· Agreeing on call purpose and objectives
· Proactively learning key information about the client, such as their industry, market, client base and competition before the first call
· Planning the first and subsequent approaches

· Being strategic as to which prospect to approach
· Meeting key people and creating a personal bond
· Maintaining an approach to the client of learning their issues and understanding their needs (rather than having a predetermined solution)

· Obtaining the required information
· Seeking permission to explore needs
· Initiating and building strong relationships with the full range of interpersonal styles


2.  EXPLORE NEEDS
· Asking needs-oriented questions to facilitate a full understanding of the needs of the client

· Asking needs-oriented questions to explore additional needs

· Creating an environment where 2-way open communication flows

· ‘Parking’ any uncovered needs
· Creating the need in the mind of the buyer


· Seeking permission to explore further

· Listening for need cues and exploring further

· Summarising needs to confirm understanding
· Being proactive in uncovering needs 
· Not being prescriptive

· Seeking personal interactions over emails and voicemails

· Constantly updating information and data to keep up with the ever changing needs of the client
· Creating an annual plan and anticipating future needs, 

particularly within the next 12 months.

· Regularly keeping up to date on the needs of the client, by review and other contact.

· Not mentioning product until the client’s needs have been 
fully uncovered.

3.  PRESENT SOLUTIONS
· Presenting proposed solution to the client
· Advising the client of the appropriate information


· Detailing benefits of solution relevant to uncovered needs

· Resolving objections as appropriate

· Eschewing the use of jargon. 
· Remaining open minded about the ever changing needs of the client and adapting your own approach / solution accordingly
· Summarising and checking for satisfaction


4.  CLOSE THE SALE

· Asking a closing question  

· Proactively removing obstacles to success
· Implementing best practice consistently and successfully.
· Resolving areas of dispute / conflict
· Sharing best practice and using top performers to share ideas and expertise

· Providing further information, as appropriate

· Asking for the business


· Checking for satisfaction


5.  CONFIRM NEXT STEPS / BUILD THE RELATIONSHIP
· Establishing whether the client is satisfied and whether expectations were met
· Confirming additional opportunities and repeating the process

· Continuing to build the relationship with the client and understanding ongoing needs
· Agreeing an ongoing action plan

· Effectively working with different people 

· Completing regular reviews with the client

· Planning activities to further build the relationship

· Seeking referrals 

· Continuing to work with the client on a partnership basis
· Being proactive and continuing to build the relationship

· Staying in touch!
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