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Owner/ Department: IBU-BAH, Sales

	Brief
	SMSA Bahrain launching a Sales Lead Campaign to generate quality leads, increase customer database and trading customers in a competitive structure that will incentivize cross functional department Operations Customer Service & Retail for Q2 to Q4 2022.

	Purpose
	· Increase product focus revenue growth (SIES and Express, Road Freight Domestic and other SMSA services.
· Motivate department to generating leads that converts to opportunity and business.
· Capitalize on the frontline involvement on the field to generate contact and connections.
· Rapid increase of qualified sales lead.
· Improve cross function relationships as well as frontline relationship with customers.
· Generate New Business.

	Responsibilities

	· Courier / CS Agents / Retail Executive and or any staff not related to sales department directly to generate leads through their day-to-day contacts.
· Lead Qualifier: Maintain the sales lead database, validation and qualification of the lead, follow up with sales on the progress of the lead, prepare weekly, monthly lead reports, league scores to be displayed on notice board and make claim forms for qualified staff and submit for approval and coordinate for payout.
· Sales Manager: Allocate qualified lead to sales, monitor progress through the weekly sales meetings, check and approve the campaign payouts.
· Sales: Make call, visits, appointment, and contracts and close the business within 1 week. To keep the Sales Coordinator updated on the progress on all allocated leads daily/weekly.
· Finance & HR: Cross verify the claim numbers and approve as per Campaign document
· CGM: Final pay out approval to the winners of the campaign
· HRA: To include the payments on the monthly payroll for the staff as per claim form
· Marketing: To prepare the certificates for the winning employees


	Guidelines
	· All leads should be submitted to the Lead Qualifier via the sales lead form
· Lead Qualifier to receive and log in all leads on to the lead database
· Lead Qualifier to qualify the lead and send it to Sales Manager within 24hrs
· Sales Manager to allocate the lead to the sales person
· Sales Person to establish contact with the customer and do all necessary actions to convert the opportunity to business
· Sales person to update the Lead Qualifier about the progress on a daily/weekly basis
· Lead Qualifier to maintain updated progress report of each lead on the sales lead database
· Lead Qualifier to prepare the weekly lead league report and post on the notice board and keep the source update on the progress of the lead they have submitted
· Sales Coordinator to prepare the monthly payout report for all the participants and gain all needed approval before forwarding it to HR for payroll
· Sales Manager to check on the results and approve the claim form. Forward the final results to Marketing to prepare the certificate for the winners
· Finance team to cross check all claims, approve and forward to CGM for final approval
· HR to ensure that approved payments will be included in the staff payrolls each month
· If any dispute incurred, General Manager will have the final decision to resolution
· Any misuse or mis-declaration of data for the campaign will lead to disciplinary action i.e., wrong declaration, sales involvement to furnish leads or allocate business to an individual and or any misconduct.


	Forms Used
	· Sales Lead Form
· Claim Form
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