
Since the establishment in 1925, this group of companies has grown extensively earning itself the status as market leader in its’ various focused markets.  Our client 
considers themselves active participant in national economic development.  Their philosophy aims at wanting to lead by offering the best and correct product to suit 
customer’s needs, the best value for money and making all encounters with the organization and its product, a quality experience. Furthermore, to continuously raise 
customer satisfaction beyond expectation, through service excellence, to honour the psychological contract with employees thereby meeting their expectations and 
to ensure above market related return on investment and long term growth in the interest of all stakeholders.  As a company driven by standards of excellence, we 
welcome applications from vibrant, energetic and goal directed individuals for the following position:

SALES CONSULTANT 
The Position 
Meet and exceed annual sales budgets and develop and maintain strong customer 
relationships.  Overall, to align the sales strategy and insights to capture greater 
market share.  If you believe being a Sales Consultant is a true craft—one built on 
charisma, communication, thorough product knowledge and complete passion to 
maximize sales, you are encouraged to apply.

Key Areas of Focus 
Create and maintain excellent relationships with customers.•	
Maintain a strong knowledge base of all new vehicle makes and models to •	
afford clients with comprehensive advice. 
Follow up on all sales leads from a variety of sources (phone, walk-ins, news-•	
paper ads, referrals, etc.) 
Work with New Car Sales Managers to ensure individual and department goals •	
are achieved.
Achievement of budgets through individual revenue targets for sales achieved •	
or exceeded and contributing to regional sales team targets 
To delight internal and external customers through management of sales ter-•	
ritory, planned, regular customer contacts, maintenance of existing customer 
relationships and networks, systematic approach in targeting new customers 
and conduct targeted mail outs/ attendance at trade shows and facilitate proj-
ect opportunity management meetings whenever appropriate.
Submit monthly reports and sales configuration for estimates.•	
Maintenance of Customer Relationship Management (CRM) database.•	
Commitment to the maintenance of the Safety Accountability Program ensur-•	
ing the business controls exposure to health, safety and the environment.
Expected to learn and remain abreast on technical sales knowledge of the •	
product. 

The Person  
Minimum requirements 

Matriculation certificate / Relevant diploma/degree coupled with at least 3 •	
years in a face-to-face sales role.

A top-flight sales person with skill and enthusiasm who knows how to present, •	
demonstrate and look after customers while delivering exceptional customer 
service.
An experienced sales professional who can turn leads into sales and who ap-•	
peals to a preferred target market.
A demonstrated ability to achieve volume sales, whilst maintaining full cus-•	
tomer satisfaction.
Desire and passion to sell automobiles that is renowned for its quality, reliability, •	
sophistication and beauty.
Understanding of manufacturer’s specifications and automotive financing will •	
be an advantage.
Computer Proficiency [Word, Excel, Powerpoint].•	
Preference would be given to Namibian citizens.•	

Competency requirements 
Demonstrated superior communication, customer service skills, proven net-•	
working and relationship fostering ability. 
Exceptional negotiation and presentation skills coupled with an amiable •	
personality.
Excellent follow-through skills and ably maintain a positive, can-do attitude.•	
Analytical ability with good numerical aptitude.•	
 Goal and performance driven approach.•	
Adaptable with exceptional social insight ability.•	
Focus on and relate quality standards to customer requirements.•	
Able to use basic negotiating skills to convince others to own ideas.•	
Marketing skills required: assertiveness, articulate, inter-personal aptitude, •	
social mixer, good self-image and offer competently and with conviction alter-
native brand / product.
Absolute commitment to uncompromising standards of excellence.•	
Reflects uncompromising integrity.•	

Interested ? 
Our client offers an attractive package commensurate with qualifications and experience.  The closing date is 11 May 2009 and 

suitably qualified Namibians are encouraged to apply.  We request that you forward your CV for the attention Marselina Tavarich or to 
marselina@potentia.com.na or call us at (061) 381 000 to make alternative arrangements.  All applications will be handled exclusively 

by Potentia and all selected candidates will be required to undertake an assessment test.  

SALES CO-ORDINATOR
The Position 
Primarily responsible for the administrative support actions of the Sales 
department.  Supervise the support functions of the “back-office” of the New 
Vehicles Sales Department to ensure the highest standard of productivity and 
efficiency in all aspects of vehicle ordering, stock control, preparation and sales 
administration in support of front-line sales staff and contributing to creating a 
positive customer experience.

Key Areas of Focus 
Negotiate dealer transfers and ensure that vehicles are appropriately inspected •	
and transferred into stock.
Monitor vehicle sales and market needs and amend vehicle order file according •	
to demand.
Update all reports necessary to facilitate effortless operations.•	
Type, edit and/or develop correspondence as directed by the sales •	
managers. 
Maintain customers in ‘real’ time to ensure up to date information is captured. •	
Ensure timeous delivery of vehicles to customers as per sales department •	
commitment.
Completing all fields, protocols, etc to avoid duplication.•	
Timely and accurate AS SOLD processing by capturing the client information •	
right ‘up front’, via order Confirmation form i.e. specification, revenue, costs, 
client contact, site and invoice addresses. 
Supervise tender bulletins, newspapers daily to identify new tenders and sub-•	
mit tender documents.
Obtain approval of tender pricing and verify completeness of weekly fleet •	
claims. 
Follow-up and ensure satisfactory completion of all tasks and projects. •	
Provide regular / intermittent feedback to the sales manager on performance •	
outcomes. 
Verify whether discount offered on sales agreement corresponds with proce-•	
dure and report discrepancies to the Sales Manager.
Ensure purchase orders are complete with correct pricing, quantity, product •	
code and special requirements. 
Become intimately familiar with company products and literature. •	
Responsible for ensuring that the stock yard housekeeping is always main-•	
tained in line with pre-defined standards of excellence. 
Maintain clean, neat and well-organized office environment.•	
Ensure that all vehicles on the showroom floor are neat and clean at all times. •	

Update vehicle sales on a daily basis and ensure the correct display of prices •	
and vehicles.
Guarantee timeous delivery of vehicles to customers as per sales department •	
commitment.

The Person  
Minimum requirements 

At least Grade 12 plus a relevant tertiary diploma coupled with a minimum of 3 •	
years relevant experience.  
Past experience in customer service / administration and comfortable dealing •	
directly with both internal and external clients.
Proficiency in written and spoken English.•	
Namibian Citizenship.•	
Comfortable with modern business communication tools and techniques.•	
Ability to maintain sound operative filing systems. •	
Absolute proficiency in Microsoft Word and Excel.•	
Driver’s license.•	

Competency requirements 
Highly attentive to detail and committed to standards of excellence.•	
Numeracy, problem solving, time management.•	
Highly responsive and readily oblige client requests.•	
Demonstrated ability to work under pressure and to multi-task.•	
Professional, respectful and inclusive attitude towards people from different •	
backgrounds and cultures.
Ability to maintain absolute confidentiality.•	
Excellent interpersonal and networking skills at all levels.•	
Highly amiable and flexible to fulfill multiple / diverse requests at the same time •	
displaying a supportive / helpful and accommodating disposition.
Ability to operate independently and to establish a well-functioning administra-•	
tive system for efficient update and retrieval of information. 
Adopts a pro-active approach to work and resolve challenges day-to-day •	
through effective problem-solving techniques.
Effective time management - determines priorities and meets deadlines.•	
Administrative orientation - provides efficient administrative support to •	
management.
Results-driven coupled with an ability to work under pressure.•	
Excellence orientation.•	
Proven communication skills: Written & Verbal.•	


