[Company Logo]   [Company Name]
JOB DESCRIPTION – SALES EXECUTIVE
	Job Title:
	Sales Executive

	Department:
	Sales

	Reports To:
	Sales Manager / Area Sales Manager

	Location:
	[Work Location]

	Employment Type:
	Full-time, Permanent

	Experience:
	1–4 years in sales

	Job Code:
	[Reference Number]



About [Company Name]
[Company Name] is [one-line description of your business, products/services and team size]. Office address: [Company Address].
Job Summary
The Sales Executive will drive sales of [Product Category] in [Territory] for [Company Name], building strong customer and dealer relationships and achieving monthly sales and collection targets.
Key Responsibilities
1. Visit customers, dealers and retailers as per beat plan
1. Present products, schemes and pricing
1. Book orders and coordinate timely deliveries
1. Follow up on outstanding payments and collect cheques / UPI
1. Expand distribution by adding new outlets
1. Track competitor activity and share market feedback
1. Run in-store promotions and merchandising
1. Report daily visits and orders in [CRM / App]
1. Resolve basic customer complaints
Required Skills
1. Communication and negotiation
1. Local market knowledge
1. Relationship building
1. Basic smartphone and CRM app use
1. Self-motivation
Qualifications & Experience
1. Graduate (any discipline)
1. 1–4 years in field or retail sales
1. Two-wheeler and valid driving licence (for field roles)
Preferred Skills (Good to Have)
1. Experience in [Industry] products
1. Existing dealer network
1. Regional language fluency
Key Performance Indicators (KPIs)
	KPI
	Target
	Review Frequency

	Monthly sales vs target
	[Percentage]% of ₹[Amount]
	Monthly

	Collections vs due
	[Percentage]%
	Monthly

	New outlets added
	[Number] per month
	Monthly

	Daily calls / visits
	[Number] per day
	Weekly



Salary Range
₹[Minimum CTC] – ₹[Maximum CTC] per annum (CTC), depending on experience and skills. Final offer will show the fixed and variable split and approximate in-hand salary.
Benefits
1. Provident Fund (EPF) and ESI as applicable, gratuity as per law
1. [Number] days of paid leave plus public holidays as per company policy
1. [Health insurance / group mediclaim cover]
1. Incentives on targets
1. Fuel / travel allowance
How to Apply
Share your CV with your territory experience and target achievement. Send your application to [HR Email] with the subject line "Application – Sales Executive – [Your Name]" or apply through [Application Link]. Last date to apply: [Date].

	______________________________
Prepared by
[HR Name]
Human Resources
Date: [Date]
	______________________________
Approved by
[Reporting Manager]
Sales
Date: [Date]
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