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	Prospecting: Strategizing, seeking out, and creating opportunities to engage with potential clients
	
	
	
	 
	

	

	
	
	
	
	Initiating Contact: Taking the necessary steps to make the initial introduction with a client
	
	
	
	 
	

	

	
	
	
	
	Building and Maintaining Relationships: Creating and establishing a connection with a client, which develops by attending to the client’s needs
	
	
	
	 
	

	

	
	
	
	
	Closing the Sale: Transitioning from discussing a client’s needs to completing the entire transaction
	
	
	
	 
	

	

	
	
	
	
	Self-Starting: Taking the initiative to personally identify and undertake the required work to achieve results.
	
	
	
	 
	

	

	
	
	
	
	Resourcefulness: Identifying and strategizing ways to maximize available resources in order to attain specific goals
	
	
	
	 
	

	

	
	
	
	
	Coachability: A willingness to improve or adapt existing skills in order to excel or achieve peak performance
	
	
	
	 
	

	

	
	
	
	
	Working with a Team: Working collectively and cooperatively to achieve a shared goal
	
	
	
	 
	


	Instructions: Meet with the sales team and explain that you want to provide training and coaching on an ongoing basis to help them improve their performance. Handout page 1 of this worksheet and go over it with them. These sales competencies have been takes from the sales version of the PXT Select psychometric assessment that we use with our clients, to make sure the right person is hired for the job and to improve coaching initiatives. On the left column are the ratings for the level of importance for each sales competency or skill. On the right column are the levels of achievement. You need one worksheet per salesperson. Ask each salesperson to score themselves using the first checkbox for that competency in each row. Have them do this on their own outside of the meeting. The manager is to do the same but use the checkbox on the right for each rating. Do this before receiving back the salesperson’s rating. The idea here is to compare perceptions on which skills are most important for the job and how each of you rates the performance for each skill. Schedule in-person meetings with each salesperson to review and discuss your ratings. You want to come to a consensus for each rating, both levels of importance and levels of achievement. This may take some discussion but it’s important to be on the same page.  One of the most important benefits of using this approach is to engage in a conversation about performance and how to work on a particular skill together. This increases the salesperson’s self-awareness and creates a support dynamic towards ongoing improvement. The more skilled a salesperson becomes, the more sales they will make. It will also build trust and teamwork between you and the salesperson. You can substitute the competencies with your own if you have defined them or add more. This is a great starting point and perhaps all you need. Use the questions below to debrief and create a development plan.

	

	Which is the sales skill that is most important, and mot need of improvement?


	What training resource or coaching can be provided to the salesperson? Who will provide the training?


	What goal can you set to improve the sales skill? Ask the salesperson and discuss to come to an agreement?



	How will you track and measure improvement progress?



	When will you follow-up with coaching sessions or to discuss progress? Set a calendar meeting before you end this session and send out an invitation.


	What additional support do you need to provide to assure success? When will you provide it?
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