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	Effectively selling to customers

	Level:
	2

	Credit value:
	2

	Unit guided learning hours
	7

	Learning outcomes (the learner will)
	Assessment criteria (the learner can)

	
1 Understand customers needs and requirements
52
	
1.1


1.2



1.3

	
Identify why previous sales were successful 
16

Identify customer requirements by using a recognised question-based structure
16

Record and prioritise customer responses
20


	
2 Meet the customers needs and requirements
48
	
2.1




2.2



	
Outline how to match a customers requirements with their organisation’s relevant business solution(s)
28

Gain commitment from the customer by closing the sale
20

	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop an understanding of effectively selling to customers.

	Details of the relationship between the unit and relevant national occupational standards or professional standards or curricula (if appropriate)
	Links to MSC 2004 NOS: F17, F19

	Assessment requirements or guidance specified by a sector or regulatory body (if appropriate)
	

	Support for the unit from a sector skills council or other appropriate body (if required)
	Council For Administration (CfA)




	Equivalencies agreed for the unit (if required)
	M2.30 Effectively selling to customers

	Location of the unit within the subject/sector classification system
	15.3 Business Management

	Additional Guidance about the Unit

	Indicative Content:

	1
	
· How to recognise different types of customers, their expectations and needs
· Questioning techniques and question-based structures
· Listening techniques
· Simple ways of initiating and obtaining customer feedback
· Accurate and clear note taking
· Method of prioritising


	2
	
· Features, advantages and benefits
· Unique Selling Points
· Attention Interest Desire Action (AIDA)
· Awareness of service standards in own organisation
· Closing techniques
· Objection handling
· Signing a type contract
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