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Salesperson Job Description 

Salesperson Job Description 

• The salesperson job description outlines the 
typical tasks and skills for the sales job. 

• There are many kinds of salespersons and sales 
jobs, however all sales functions involve some 
common activities and abilities. 

• Adapt this sample job description for sales to 
meet your own requirements 



Salesperson Job Description 

General Purpose 

To plan and carry out all sales activities on assigned 
accounts or areas. 

  

Responsible for ensuring customer satisfaction and 
managing quality of product and service delivery. 



Salesperson Job Description 

Main Job Tasks and Responsibilities 
• generate and qualify leads 

• source and develop client referrals 

• prepare sales action plans and strategies 

• schedule sales activity 

• develop and maintain a customer database 

• develop and maintain sales and promotional materials 

• plan and conduct direct marketing activities 

• make sales calls to new and existing clients 

• develop and make presentations of company products and 
services to current and potential clients 

• negotiate with clients 



Salesperson Job Description 
Main Job Tasks and Responsibilities (cont.) 

• develop sales proposals 
• prepare and present sales contracts 
• conduct product training 
• maintain sales activity records and prepare sales reports 
• respond to sales inquiries and concerns by phone, electronically or in 

person 
• ensure customer service satisfaction and good client relationships 
• follow up on sales activity 
• perform quality checks on product and service delivery 
• monitor and report on sales activities and follow up for management 
• carry out market research and surveys 
• participate in sales events 
• monitor competitors, market conditions and product development 



Salesperson Job Description 

Education and Experience 
• knowledge of relevant computer applications 

• knowledge of principles and practices of sales 

• knowledge of customer service principles 

• knowledge of basic business principles 

• knowledge of digital sales platforms 

• experience in sales 

• experience in making presentations 

• proven ability to achieve sales targets 

 



Salesperson Job Description 

Key Competencies 
• planning and strategizing 

• persuasiveness 

• adaptability 

• verbal and written communication 

• negotiation skills 

• resilience and tenacity 

• stress tolerance 

• goal driven 

 



Salesperson Job Description 

• The salesperson job description outlines the 
typical tasks and skills for the sales job. 

• There are many kinds of salespersons and sales 
jobs, however all sales functions involve some 
common activities and abilities. 

 

Adapt this sample job description for sales to meet 
your own requirements 



Salesperson Job Description 

Good 
Selling ! 

Disclaimer: The information contained in this presentation is intended solely for your personal reference. Such information is subject to change without notice, its accuracy is 
not guaranteed and it may not contain all material information concerning J.W. Owens.  The Company makes no representation regarding, and assumes no responsibility or 
liability for, the accuracy or completeness of, or any errors or omissions in, any information contained herein. In addition, the information contains white papers , shared 
presentation from others, industry material, public or shared  information from others and J.W. Owens that may reflect the his current views with respect to future events 
and performance. This presentation does not constitute an offer or invitation to purchase or subscribe or to provide any service or advice, and no part of it shall form the 
basis of or be relied upon in connection with any contract, commitment or decision in relation thereto. 
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