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JOB DESCRIPTION 
 
 
 

JOB TITLE : Junior Local Sales Executive (New & Pre-Owned) 
 

REPORTS TO : Senior Sales Executive 
 

DEPARTMENT : Local Sales 

 

SALES EXECUTIVE 

Works with customers and colleagues across the Retailer to build relationships with customers, make sales and deliver 

an outstanding customer experience, following the Jaguar Land Rover Purchase Experience Framework (PEF) and 

Customer First Principles.  We operate in a fast-paced and dynamic work environment where versatility and innovation 

is essential to the long-term success of the business. 

 

KEY RESPONSIBILITIES  

ENQUIRY MANAGEMENT 

1. Responds to enquiries from prospective customers to understand their requirements, build personal connections and 

develop sales opportunities, following the Jaguar Land Rover Enquiry Management process (e.g. the protocol for 

telephone introductions, content of emails and providing follow up information)  

2. Arranges an appointment for the customer to visit the Retailer to discuss their requirements in more detail 

 

WELCOME AND REQUIREMENTS PLANNING 

3. Provides a warm, genuine welcome for every customer and develops the conversation to make a personal connection 

by finding out about their work, family, lifestyle or interests 

4. Builds rapport with the customer by displaying positive body language, listening attentively, acknowledging what the 

customer tells them and regularly checking understanding of the customer’s requirements 

5. Asks questions to establish the customer’s requirements (e.g. new or Approved vehicle, personal, business use, budget, 

timeframe to purchase and any personal needs or preferences)  

6. During this and all subsequent stages of the Purchase Experience; adapts own approach to be easy to do business with 

and provide what the customer wants from their visit to the Retailer. Records and updates the customer’s details on 

the Lead Management System and Customer Database 

PRESENTATION & DEMONSTRATION  

7. Tailors the presentation by starting with features that meet the customer’s needs and explaining advantages using 

examples from the customer’s lifestyle. Highlights key differences between specifications and explains personalised 

services, options and Jaguar Land Rover Gear and how these add value for the customer  

8. Offers the customer the flexible choice of test drive routes, dates and times and a good choice of vehicle specifications 

and test drive routes to demonstrate the capabilities of the vehicle 

9. Provides accurate, complete and impartial answers to any questions that the customer asks during the purchase 

process, demonstrating dependability, transparency and knowledge of JLR products or processes 

10. Following the test drive, summarises the key points of the vehicle and its advantages for the customer and offers a 

second or extended test drive if the customer needs more time to evaluate the vehicle 

PURCHASE 

11. Works with the customer to refine and personalise the vehicle package (specification, options, accessories) and 

services (AMC finance, insurance, JLR Gear), linking this back to the customer’s individual requirements  
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12. Works with the Senior Sales Executive to help carry out or approve Vehicle Appraisals and provide Part Exchange 

Valuations, optimising the value for the Retailer by following principles of Return on Investment 

13. Provides a total ‘on the road’ price for the new vehicle and highlights the resulting cost to change, taking into account 

the part-exchange valuation and any discount or offer 

14. Handles objections with respect and empathy, by asking questions to understand the customer’s concerns, recapping 

on benefits and (if required) creating a revised package based on the customer’s feedback   

15. If the customer wishes to discuss vehicle funding options, arranges a convenient appointment with the Retailer’s 

finance specialist to discuss finance options and products and provide a quotation  

16. If the customer has agreed to purchase, completes the sales documentation, thanks them for their order and welcomes 

them to the Brand. If the customer leaves without purchasing, thanks them for their visit and makes a follow up call to 

explore the possibility of continuing the sale 

TAKE OWNERSHIP AND KEEP IN CONTACT   

1. Uses the Handover to develop the relationship with the customer by answering questions and demonstrating vehicle 

features (e.g. how to pair a mobile phone with the vehicle or use the vehicle entertainment system) and personalising 

the Handover to make the customer feel special 

17. Follows up with a call to the customer after the Handover to ensure that they are happy with the vehicle and answer 

any outstanding queries  

TEAMWORKING  

18. Uses an understanding of the KPIs and Standards for the Sales operation (e.g. own performance vs. sales conversion 

ratios or Sales 6) to manage own performance and contribution to the team 

19. Takes a proactive approach to identify any recurring problems which affect the customer experience, and raises these 

with the appropriate colleague (e.g. the Sales Manager). Supports projects to deliver continuous improvement to ways 

of working 

 

TYPICAL KEY SUCCESS CRITERIA FOR THE ROLE 

Customer First MEDALIA results/Voice of the Customer data 

Process Compliance  Purchase Experience Framework (PEF), Sales 6 

Financial Vehicle Sales Direct Profit  

Team Team working with colleagues across the Retailer  

Learner Journey completion  

 

COMPETENCIES REQUIRED BY THE ROLE 

(For more details see the full version of the Jaguar Land Rover Retailer Competency Framework) 

Competency level for this role:  Specialist  

Outstanding customer experience  Personally delivers an outstanding customer experience  

High performing teams  Supports the team  

Operational excellence  Plans and delivers own job responsibilities following JLR processes 

Innovation and improvement  Supports innovation and improvement  

Commercial focus Thinks commercially in own role  

Winning new business  Delivers or supports marketing or selling activity 

Brand & product Uses an understanding of JLR brands, products and services in own role 
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PRE-OWNED SALES EXECUTIVE 

Reports to: Senior Sales Executive  

Works with customers and colleagues across the Retailer to build relationships with customers, make sales and deliver 

an outstanding customer experience, following the Jaguar Land Rover Purchase Experience Framework (PEF) and 

Customer First Principles.  We operate in a fast-paced and dynamic work environment versatility and innovation is 

essential to the long-term success of the business. 

 

KEY RESPONSIBILITIES  

ENQUIRY MANAGEMENT  

1. Develops, plans and delivers effective prospecting activities to identify potential customers  

2. Carries out telephone calls with prospective customers to understand their requirements, build personal connections 

and develop sales opportunities 

3. Uses the Lead Management System & DMS to obtain information on prospective customers (eg Service Customers) 

and updates the system with new customer information  

WELCOME AND REQUIREMENTS PLANNING  

4. Provides a warm, genuine welcome for every customer and develops the conversation to make a personal connection 

by finding out about their work, family, lifestyle or interests 

5. Builds rapport with the customer by displaying positive body language, listening attentively, acknowledging what the 

customer tells them and regularly checking understanding of the customer’s requirements 

6. Asks relevant questions to establish the customer’s requirements (e.g. type of vehicle, personal, business use, budget, 

timeframe to purchase and any personal needs or preferences)  

7. During this and all subsequent stages of the Purchase Experience; adapts own approach to be easy to do business with 

and provide what the customer wants from their visit to the Retailer. Records and updates the customer’s details on 

the Lead Management System and Customer Database 

PRESENTATION & DEMONSTRATION  

8. Identifies Approved vehicles available which match the customer’s specific requirements. 

9. Tailors the presentation of the Pre-Owned/Approved vehicle by starting with features of the vehicle and the Jaguar 

Land Rover Approved programme (less Roadside Assistance & extended warranty) that add value for the customer. 

Explains personalised services (e.g. finance) and how these add value for the customer 

10. Offers the customer the flexible choice of test drives, dates and times. Following the test drive, summarises the key 

points of the vehicle and its advantages for the customer and offers a second or extended test drive if the customer 

needs more time to evaluate the vehicle 

11. Provides accurate, complete and impartial answers to any questions that the customer asks during the purchase 

process, demonstrating dependability, transparency and knowledge of JLR products or processes 

PURCHASE 

12. Works with the Senior Sales Executive to help carry out or approve Vehicle Appraisals and provide Part Exchange 

Valuations, optimising the value for the Retailer by following principles of Return on Investment 

13. Ensure sales file is complete as per internal audit standards as well as communication to Accounts Department and to 

Sales Admin Departments of sale. 

14. Confirms the details of the vehicle and any additional products or services (‘Right car’, ‘Right offer’), including the 

benefits of the Approved Programme (e.g. Approved Preparation Standards less Roadside Assistance & extended 

warranty)  

15. Provides a total price for the Pre-Owned/Approved vehicle and highlights the resulting cost to change, taking into 

account the part-exchange valuation and any discounts or offers  
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16. Handles objections with respect and empathy, by asking questions to understand the customer’s concerns, recapping 

on benefits and (if required) creating a revised package based on the customer’s feedback   

17. If the customer wishes to discuss vehicle funding options, arranges a convenient appointment with the Retailer’s 

finance specialist to discuss finance options and products and provide a quotation  

18. If the customer has agreed to purchase, completes the sales documentation, thanks them for their order and welcomes 

them to the Brand. If the customer leaves without purchasing, thanks them for their visit and makes a follow up call to 

explore the possibility of continuing the sale 

TAKE OWNERSHIP AND KEEP IN CONTACT   

19. Liaises with Sales administration colleagues to confirm the sale, update customer records and arrange for any 

complementary services or additional work to be completed on the vehicle (e.g. fitting of accessories) and ensure 

inspections and agreed repairs or servicing are carried out prior to delivery  

20. Delivers a personalised and memorable Handover experience in accordance with the Approved Programme (where 

applicable) ‘Quick Start’ Handover process.  

21. Follows up after the Handover, to check that the customer is entirely happy with their vehicle and provide any further 

information that is required  

TEAMWORKING  

22. Uses an understanding of the KPIs and Standards for the Pre-Owned Sales operation (e.g.Pre-owned Vehicle 

Standards) to manage own performance and contribution to the team 

23. Takes a proactive approach to identify any recurring problems which affect the customer experience, and raises these 

with the appropriate colleague (e.g. the Senior Executive). Supports projects to deliver continuous improvement to 

ways of working 

 

TYPICAL KEY SUCCESS CRITERIA FOR THE ROLE 

Customer First MEDALIA results/Voice of the Customer data  

Process Compliance  Purchase Experience Framework (PEF), Sales 6 

Approved Pre-Owned Stock Turn 

Compliance with Approved Standards  

Financial Vehicle Sales Direct Profit 

Return on Used Stock Investment  

Pre-owened/Approved sales volumes and profitability 

Approved vehicle reconditioning costs  

Team Team working with colleagues across the Retailer  

Learner Journey completion 

 

COMPETENCIES REQUIRED BY THE ROLE 

(For more details see the full version of the Jaguar Land Rover Retailer Competency Framework) 

Competency level for this role:  Specialist  

Outstanding customer experience  Personally delivers an outstanding customer experience  

High performing teams  Supports the team  

Operational excellence  Plans and delivers own job responsibilities following JLR processes 

Innovation and improvement  Supports innovation and improvement  

Commercial focus Thinks commercially in own role  

Winning new business  Delivers or supports marketing or selling activity 
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I have received a copy of this Job Description for Local Sales Executive, New & Pre-Owned  read it, understood it and 
agreed to it. 
 

 
 
 
 
 
Signed: .............................................................. 
 
 
Name: ................................................................ Date ................................................. ........... 

 


