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POSITION DESCRIPTION

	POSITION TITLE:
	Telemarketing Sales Representative

	RESPONSIBLE TO:
	Manager, Telemarketing & Telemarketing Supervisors 

	POSITION BASIS:
	Casual (as rostered) – availability to work a minimum of 12 hours per week


About Guide Dogs Victoria
Guide Dogs Victoria is an internationally respected non-profit organisation that provides Guide Dogs and a wide range of mobility and specialist services for people of all ages who are blind and vision impaired, enabling them to reach their potential and fully participate in the community.

Position Summary
Overall Purpose of Job

To achieve individual calling and sales targets as per Telemarketing policies and procedures. 
Reporting Relationships
This position reports to the Manager, Telemarketing and also to the Telemarketing Supervisors.
Key Responsibilities and Duties

· To attain and maintain prescribed sales and calling quotas.

· As required, and in accordance with departmental procedures, perform tasks, accurately complete forms, documents and reports, and record statistics in a timely and efficient manner.  This may include customer, client and product selection surveys, sales records, etc.

· Provide proper, efficient and professional response to inward and outbound calls associated with the Telemarketing operation.

· Maintain a clean work environment, ensuring GDV equipment is appropriately respected and cared for.

· Attend and effectively participate in meetings as necessary.  This includes appropriate preparation and being punctual. 

· As required, complete in-house training programs to maintain and update skills, knowledge and expertise.
Other Duties

· Complete other duties as related to departmental objectives as assigned by the Manager, Telemarketing or Telemarketing Supervisors.

Association Wide Responsibilities

· Follow the requirements as stipulated by the Association Wide Policy and Procedures.

. 
Key Outcomes

1. Project and task delivery on time and to standard.

2. Smooth office operations and communications.

Qualifications, Skills and Selection Criteria

Essential:
· Availability to work a minimum of 12 hours per week, and to be reliably available to work agreed rostered shifts.

· Preferably relevant experience in telemarketing sales.

· Good sales skills, with the ability to maintain consistent high motivation levels.

· Good communication and interpersonal skills, including the ability to communicate sensitively and effectively with customers.
· Good time management skills, organisational skills, and a good eye for detail.

· Ability to work well within a team, and follow through with all tasks - accountable and reliable.

· Competency in data entry with a high level of accuracy.

· Good literacy and numeracy skills.

· Ability to maintain legible handwritten records as required.

· Ability to demonstrate consistent punctuality.

Skills:
The position requires sound levels of expertise in developing and demonstrating:

	+ Communication 
	+ Leadership and being accountable

	+ Organisation knowledge
	+Problem solving and continuous improvement 

	+ Project and task management
	+ Teamwork and collaboration 

	+ Administration and attention to detail
	+ Professional development


Other job related information and requirements:
· Tasks and duties involve sitting at a desk for extended lengths of time with breaks taken as appropriate.
· Have a satisfactory police record.

· To be able to manage the physical demands and inherent requirements of the job and complete the tasks and duties as stated above.
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:
_________________________________________

Date
:
_________________________________________

Direct Supervisor/Manager Name
:
_________________________________________

Signed
:
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:
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:
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:
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:
_________________________________________
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