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Home Services - Sales Representative
Company Name: [INSERT COMPANY NAME HERE]
Department: Sales
Reports to: [Sales manager, general manager or owner]
Location: [INSERT LOCATION HERE]
1. Position Summary
As a sales representative at [Company name], you'll meet homeowners and property managers who asked about [your services], find out what they need, and present a clear proposal with options and prices. You'll close the sale or follow up until the customer decides, then hand a complete job to our [install or production] team.
2. Essential Duties and Responsibilities
1. Run [in-home, on-site or virtual] appointments from [company leads, such as ads, technician referrals and past customers] and [any leads you expect the rep to find].
1. Inspect or measure the job and build an accurate proposal in [estimating or proposal software].
1. Present options, prices and [financing] in plain words, and ask for the sale.
1. Follow up on open proposals by [phone, text or email] until the customer decides.
1. Give buyers the cancellation notice and forms the law requires for sales made in their home.
1. Write up each sold job with the scope, materials and customer notes the crew needs.
1. Keep every lead, appointment and result current in [CRM].
3. Key Tasks / Daily Activities
1. Read the notes on each lead before heading to the first appointment.
1. Run the day's appointments across [your territory].
1. Send proposals and follow-ups for visits that didn't close on the spot.
1. Log the result of each appointment in the CRM before the end of the day.
1. Check start dates with [the production or install manager] before promising one.
4. Key Performance Indicators (KPIs)
1. Close rate on appointments run: [your target].
1. Average sold job size: [your target].
1. Sales canceled during the buyer's cancellation period: [your target].
1. Open proposals followed up within [time frame]: [your target].
1. Sold jobs handed off with no missing scope or measurements: [your target].
1. Customer rating on jobs the rep sold: [your target].
5. Required Qualifications and Skills
1. [2+] years of sales experience, or [other experience you accept, such as customer-facing work in the trade].
1. Explains options and prices clearly, and asks for the sale without pressure.
1. Comfortable with measurements, proposal math and [tablet or CRM software].
1. Keeps a steady follow-up routine on proposals that don't close at the first visit.
1. Valid driver's license and [reliable vehicle or company vehicle policy].
6. Preferred Experience
1. In-home or on-site sales experience in [your industry] or a similar trade.
1. Knowledge of [your products, materials or systems].
1. Experience presenting [consumer financing] options.
1. [Any home improvement salesperson registration your state requires].
7. Physical Requirements
1. Walking job sites, climbing stairs, and [climbing ladders or roofs, if the role inspects them].
1. Driving to appointments for much of the day and carrying samples or tools up to [weight].
1. With or without reasonable accommodation.
8. Work Environment and Schedule
1. Field-based, with time at [office or sales meetings] each week.
1. Hours: [days and times], plus [evening and Saturday appointments].
1. Most appointments come during [your peak season].
9. Compensation and Benefits
1. Pay: [range and hourly or salary basis].
1. Additional pay: [overtime, bonus or incentive terms, or none].
1. Benefits: [health, dental, vision, retirement, paid time off, and when they start].
10. Company Culture and Overview
1. [Two or three sentences on what your company does, the area you serve, and the support a new sales representative gets in the first 90 days.]
11. How to Apply
[Apply link or email]. Our process: [phone interview, in-person interview, and next steps]. Contact [hiring contact] if you need an accommodation during the application process.
Need help filling this role? HireBus posts the ad, Iris interviews every applicant by phone before you do, and you decide who to hire. Start hiring now: hirebus.com/hiring-audit · This template: hirebus.com/job-descriptions/sales-representative
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