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CAFFYNS PLC

JOB DESCRIPTION

	JOB TITLE: 
	Transaction Manager

	LOCATION: 
	Worthing Volkswagen/CUPRA /SEAT

	DEPARTMENT: 
	Sales

	HOURS OF WORK: 
	8.30 am to 6.00 pm Monday to Friday (One Regular Day Off in Lieu)
9.00 am to 5.00 pm Saturday
(Extra hours required for special events and possibly cover)

	
	

	 
	 




MAIN PURPOSE OF JOB:

Objectives:
Control the day to day business of the sales team on the ‘shop floor’

Monitor all sales enquiries and customer visits onto the showroom and understand what is happening

Assist with offers and ideas for marketing 

Ensure the implementation and management of sales and processes with all sales executives

Sell maximum amount of finance and insurance possible in line with market share/penetration targets

Achieve maximum, balanced profitability on sales of finance and insurance products

Manage Deal Stacking System as per company guidelines

Ensure Finance and Insurance sales are above national average based on franchise composite

Ensure Top 25 customer satisfaction 

Achieve targeted percentage on finance renewals

Retail new & used GPU in line with budget requirements

Sales department budget achievement

Maintain monthly reporting logs

Ensure all sales staff are FCA compliant and all deals meet FCA requirements with completed Prescribed Information and Statement of Demands & Needs

Under current Financial Conduct Authority (FCA) Regulations for Selling Insurance, it is a requirement of this role for candidates to either provide certified proof of 'competency', or for those candidates without the relevant certification to receive training on commencement and pass the associated 'competency' assessment.



Reporting to:

General Sales Manager

Measures:
Percentage of new and used vehicle sales financed at the point of delivery

Percentage of value adding products sales (for example, GAP, Bodycare, Service Plans, SMART, etc)

Average per unit revenue from finance and insurance suppliers

Advances placed with Finance Companies

Customer satisfaction (CEM)

Renewals percentage

Audits

Franchise Scorecards

Limit of Authority:
Expenditure:		Refer to General Sales Manager

Use of resources:	As per Handbook

Personnel:		By prior agreement General Sales Manager

Key Tasks:

Objective:  
Sell maximum amount of finance and insurance possible in line with market share/penetration targets

Work closely with the vehicle sales team in planning, forecasting and revising plans

Develop strategies to increase business in accordance with growth plan

Match customers to suitable financial sources and follow up customers and lending institutions

Review monthly sales and profit performance to determine where improvements can be made

Objective:  
Achieve maximum profitability on sales of finance and insurance products

Establish and maintain strong links with financial institutions and lenders

Present customers with extended service contracts and other protection programmes during sales completion and offer accessory packages to enhance profitability

Ensure the implementation and management of sales processes

Ensure robust and understood processes are in place and measured to ensure a smooth, quality transition into the finance and insurance transaction for the customer

Ensure suitable and appropriate measures of finance and insurance processes and performance are in place

Ensure highest degree of customer satisfaction to achieve customer loyalty

Ensure all customers are handled in a consistently professional manner in accordance with franchise customer satisfaction programme

Work closely with the Head of Business and General Sales Manager to support all vehicle sales campaigns, advertising and promotional activities to ensure cost-effectiveness

Coach and assist sales staff with understanding customers’ financing needs, to ensure appropriate products are offered, at the right time and enable the customer to make an informed decision

Help Retailer to achieve Top 25 standards of customer care and process efficiency

Record accurately all daily transactions on the management Information System

Operate at all times within the law and company policy

Review customer credit applications and sales contracts for complete information and accuracy

Specific Areas of Responsibility:

Responsible for achieving monthly sales targets on the above products, in both advances lent and profit targets.

Ensuring all information is correctly entered on Dealer Management Systems, manufacturers and other relevant systems as required.

Ensure all documentation including customer proposal forms and finance agreements are completed with 100% accuracy.

Responsible for confirming any financial settlement on all vehicle’s taken in as part exchange and arranging settlement on completion.

Responsible for liaising with the General Sales Manager and contributing in sales meetings.

Responsible for monitoring the quality of referrals from the sales team and taking action to ensure they are carried out to a desired standard.

Responsible for assisting Sales Executives in the sales process and ensuring that each customer is attended to promptly.

Responsible for contributing professionally and proactively during the sales process to aid the sales team in selling cars – ensuring this is carried out to legislative regulations including those required by the FCA and Data Protection Act.

Log on to desktop on a daily basis, scan through any relevant information. 

Authorised to order new cars from franchise for sold or stock orders

Maintain product knowledge on the full franchise range and its competitors

Maintain contact with customers after purchase to ensure customer satisfaction

Ensuring sales are conducted in a professional way following the Caffyns ‘steps’ program

Responsible for working as a team with colleagues to ensure that the business operates effectively, assisting other branches when required.

5)    OTHER DUTIES:

This list of duties is not exhaustive and other tasks and responsibilities will be required of the post holder including any other duties commensurate with the post as requested by the Service Manager or Branch Manager.

6)    CONFIDENTIALITY:
All information relating to customers and the business is to be treated confidentially in line with Company policy and procedures.

7)    HEALTH AND SAFETY:

Caffyns has an obligation under the Health and Safety at Work Act 1974 to provide safe and healthy working conditions.  All employees are required to co-operate with management in discharging this responsibility and must take responsible care for the health and safety of themselves and others.

All employees must read and adhere to the relevant sections of the Caffyns Health and Safety procedure.


Person Specification
Worthing Volkswagen/CUPRA/SEAT 
Transaction Manager

QUALIFICATIONS

Essential
Previous experience selling vehicles or controlling a showroom environment

Desirable
GCSEs including English and Maths

SKILLS REQUIRED

Essential
Excellent communication and coaching skills
Ability to follow and manage the sales process
Multi task / manage tasks
Good computer skills
The ability to work efficiently with the public
Able to convey information clearly & succinctly whether verbally or in writing
Able to solve problems
Able to establish effective working relationships with varied personnel
Able to work independently demonstrating initiative and pro-activity
Able to demonstrate clear ability to lead and motivate a team
Able to demonstrate the ability to manage professionally changes in local market place
Demonstrate ability to manage staff in a firm, fair and motivated manner
Able to demonstrate ability to manage a large vehicle stock in a financially effective and profitable manner

PERSONAL ATTRIBUTES

Essential
Have an excellent smart appearance / clean shaven 
Able to maintain confidentiality
Ability to sometimes deal with difficult, impatient or distressed people either staff or customers.
Efficient and well organised 
Ambitious, confident and has a pride in work
Interested in the work of the organisation
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