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	Sample Job Description


This is a sample job description shared by a member and reviewed by MRA as an example based on the laws in effect at the time it was reviewed.  MRA-The Management Association, Inc. does not make any representations or warranties regarding the appropriateness or prudence of using this document for any particular individual or situation. Your company should add, delete, or modify the content of this document as needed to suit your purposes. This material is for the company's own use -- No further transmission or electronic distribution of this material is permitted. In some circumstances it may be advisable to have legal counsel review final documents prior to implementation.
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	Sample Job Description Continued



Internet Marketing Director
Traffic: The goal is to create traffic through targeted marketing on & off the web

Site marketing is also a big key to the process.  Leads to the web site, Time spent by the customer on the web site and percentage of quotes vs. unique users.  

· We should always be studying the web trends stat package and look at user secessions.  The key is 4 ½ min or longer per visit.  New ideas should be brought up for creating longer visits.

· The percentage of unique visitors to request for quotes has to be constantly reviewed.  We must get to a 10% ratio as a goal.  

· Site marketing ideas must be shared with the group and we must always strive to get new people to visit our site.  As web hub administrator it is our duty to create new ways to draw traffic.  

· Reports should be provided no later than the 5th of every month as to traffic count, unique user secessions and request for quotes.  

· Monthly meeting should be held to share ideas with managers of the Internet outlets and the GM’s to boost the above.  

Interactive Site: The goal is design & update of your site so that it gives the customer all the information they need to buy a car.  As a result you will transform your site visitor into quality leads.

The web master should be responsible for making sure our electronic customers get a world-class experience.  He or She should

· Make sure an instant response goes out to all responders who request a quote from our site and 3rd party providers.  

· All leads should be logged in and the process e-mail should be sent to the customer.  This e-mail may include specific questions regarding the product but are not about price.  

· Make sure an Internet salesperson is prepared to receive the Internet lead and respond to the customer’s request.  

Process:  The goal is to design & Implement a customer friendly process to transform leads into appointments and appointments into sales.

Tracking results and generating reports are necessary as well

· A report should be provided no later than the 5th of every month showing closing ratios of each store and each individual Internet sales person.  Not just leads to sales but a tracking process for appointments as well.  This will help us identify the strengths and weaknesses of our staff.  

· A tracking report monthly should also be provided on the 5th showing the cost of each 3rd part provider and the cost of our web sites.  This should be compared to the profits from each as well.  

Service Retention & Repeat Sales

· Personal Web Pages

· E-Mail Marketing

· Follow-Up

· Service Appointments and Process

· Parts sales & Process

· Body Shop Sales & Process

Sales: The goal is to measure and improve our performance results by continuously tracking our each step along the way.

We believe this person should be called a hub master or web administrator. Their responsibilities should include the following.

· Create and maintain a data base of all electronic leads.

· Follow up on all unsold e-mail leads twice a month.  Once on the 1st with a newsletter campaign or link to a newsletter web page and on the 15th with a specific e-mail offer on the vehicle line make they have originally requested. 

·  Follow up with sold customers electronically with vehicle anniversary, recalls and request for referrals.  

· Follow up with sold customers and customers who purchased from other dealers but could use the benefit of our service department.  We know when they will need a 15,000 mile service, an oil change, 30,000 mile service a set of tires and so on.   

· Follow up electronically with lease term customers and anticipate when others may re-enter the market.  Example; a Taurus sale goes out on a 5 year loan the customer will most likely re-enter the market in 27 months.

For further assistance call or visit www.mranet.org, © MRA – The Management Association, Inc. 
Wisconsin: 800.488.4845  Minnesota 888.242.1359  Northern Illinois: 800.679.7001  Iowa & Western Illinois: 888.516.6357
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