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Telemarketing Job Description 
 
The telemarketing job description clearly outlines the tasks and 
responsibilities of the telemarketing role. Adapt this telemarketer 
job description for your own use. 
 
Telemarketing jobs involve promoting a wide variety of products 
and services either via direct selling or through information 
gathering. 
 
The job tasks may vary from industry to industry but these core 
responsibilities, activities and competencies apply to the majority 
of telemarketing jobs. 
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TELEMARKETING JOB 

 
General Purpose 

Contact businesses and individuals by telephone in 
order to promote and sell goods and services, 
receive orders, gather information, verify details or 
request donations for charitable causes. 



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

• Contact businesses and private individuals by telephone to 
promote products, services and/or charitable causes 

• Solicit orders for goods and services over the telephone 

• Explain the product or service to potential customers 

• Deliver scripted sales pitch to the customer 

• Adjust scripted sales pitch to meet needs of specific 
individuals 

• Provide pricing details 

• Handle customer questions 

• Obtain customer information including names and 
addresses 



Telemarketing Job Description 
Main Job Tasks and Responsibilities 
• Record customer details including reaction to the product or 

service offered 
• Receive orders over the telephone 
• Input order details into the computer system 
• Record customer details and details of transaction 
• Confirm orders placed with field sales representatives 
• Obtain contact details of potential customers from sources 

including telephone directories and purchased lists 
• Schedule appointments for sales staff to meet prospective 

customers 
• Conduct customer and marketing surveys 
• Answer telephone calls from potential customers who are 

responding to advertisements 
• Contact customers to follow up on initial interaction 
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The telemarketing job description clearly 
outlines the tasks and responsibilities of 

the telemarketing role.  

 

Adapt this telemarketer job description 
for your own use. 
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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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