DE-SUUNG SKILLING PROGRAMME (DSP)
SKILLING PROGRAMME & JOBS

JOB DESCRIPTION

	1
	Position 
	 
	Sale Associate

	2
	Employment 
	 
	Contract/Regular

	3
	Category 
	 
	 Services and sales workers

	4
	Qualification requirements
	 
	Class XII & above

	5
	Slots
	 
	2

	6
	Department 
	 
	 

	7
	Division 
	 
	Shared Services

	8
	Unit 
	 
	Choego Centre, Taba

	9
	Posting 
	 
	Head Office, Thimphu

	10
	Reporting authority 
	 
	Head, Shared Services 

	11
	Reviewing authority 
	 
	Head, Shared Services 

	12
	Administrative reporting 
	 
	Head, Shared Services 

	13
	Subordinates
	1
	Operation Manager

	 
	 
	 
	 

	 14
	General responsibilities
	1
	Identify and qualify potential customers through various channels (e.g., cold calling, email, social media).

	 
	 
	2
	Conduct product demonstrations and presentations to prospective clients.

	 
	 
	3
	Negotiate and close sales deals to achieve sales targets.

	 
	 
	4
	Maintain accurate sales records and reports.

	 
	 
	 
	 

	 15
	Specific responsibilities 
	1
	Attend to the customers and provide information on the products available including the features of the products.

	 
	 
	2
	Maintain inventory of stock on a daily basis

	 
	 
	3
	Accountable for any loss/pilferage of goods in the outlet

	 
	 
	4
	Maintain proper records of sales and sales proceeds.

	 
	 
	5
	Maintain cleanliness of the shop at all times.

	 
	 
	6
	Hand over the sales proceeds along with details of sales and balance stock to the supervisor at the close of the day

	 
	 
	7
	Maintain cleanliness of the outlet and its surroundings.

	 16
	Core Competencies 

	
	1. Communication – Clearly convey instructions and information to staff and stakeholders, ensuring smooth operational processes.

2. Time Management – Effectively manage time and resources to meet deadlines and ensure operational efficiency.

3. Problem-Solving – Identify issues as they arise and implementing practical, immediate solutions to maintain productivity.

4. Attention to Detail – Ensure accuracy and thoroughness in all tasks to avoid errors and improve overall performance.

5. Adaptability – Remain flexible and responsive to changing operational demands or challenges, ensuring tasks are completed smoothly.




