
  

*The Following is an Excerpt from the LevelUp! Better Hiring System. If 
you'd like access to the complete guide, email melina@salesup.com.au  

 

2. Check for Gaps 
 

Complete a Skills-Gap Analysis 
 

What is it? 
 

A skills gap is the difference between the skills you want or need as an employer, and the skills currently 
available through the employees in your workplace. Reviewing these gaps before you hire helps you get a 
better handle on truly what you need, and can save a ton of time and money whether you fill those gaps 
through training of existing staff and/or redistribution of tasks; or whether you hire for future skills you know 
you will need in the short-term.  

Completing a skills-gap analysis sounds more complicated than it actually is. You really only need to start 
with these three questions: 

1. Are we having problems meeting goals with the position we are hiring for (if this is not a new 
position) 

2. Have there been, or will there be imminent strategy shifts that will require different skills soon? 
3. Have we, or will we implement new technology in the short to mid-term that will require specific 

skills? 

Next, jot down what skills you, as an employer value most in your employees, and which skills you anticipate 
needing in the next 1-2 years. Do any of these skills exist in abundance in your organization? Who possesses 
them, and would your company benefit from cross-training of these skills between positions? 

Essentially this exercise serves to determine whether you need to hire to fill skill gaps, or whether they can 
be obtained internally through training and development with a better return on investment. When creating 
your position contract, this information will help you to determine exactly what you are looking for in your 
next employee. 

  



  

Complete a Job Analysis 
 

Like the skills-gap analysis, a job analysis will shed light on exactly which knowledge, skills and abilities (KSA's) 
you need to hire for. It doesn't need to be complicated—but it does need to be done. The ultimate goal is to 
end up with a position description that only contains the KSA's that are actually required to perform the job 
to a high standard. (ie: do you really need a university degree for an entry-level customer service position?) 
This could be as simple as reviewing a current job description to make sure the skills on paper match the 
reality of the job; or creating a job description that will be an accurate representation of the job. 
Remember—this description will be the standard to which your new employees are compared. You owe it to 
them to ensure it's accurate.  

 



  

3. DEFINE YOUR NEEDS 
 
Develop the Position Contract 
 

A Position Contract is a summary of the results to be achieved by each position in the company.  It 
replaces the traditional Job Description, but also incorporates many of the Job Description elements 
into one document.  Think of it as a contract between the company and the employee that focuses 
the employee on delivering results in addition to carrying out duties and responsibilities.  It 
establishes for each person in the company, a sense of commitment and accountability, while 
clarifying the company’s “rules of the game”.  Done properly, it can eliminate ambiguity, increase 
empowerment and contribute to superior results.   

Position Contracts accomplish this by: 
1. Translating business strategies into individual goals and objectives. 
2. Leveraging employee strengths and establishing development plans 

 
The key elements of the Position Contract are: 

1. Focused on what the employee can impact 
2. Employee will be able to track progress and know when the result is achieved 

 
Why you need a position contract: 
 

Position descriptions tell both the manager and employee what need to be done, how to do it, how 
performances will be measured and what skills and behaviors are required for the role. 

 

Position descriptions assist with: 

 Recruitment and selection (for example, job advertisements) 
 Job evaluations 
 Objective setting 
 Performance measurement  
 Career/succession planning 

 

A word about training and development: 
 

The “if I want it done right I have to do it myself” syndrome. 

 

Many business owners develop great technical skills in the product or service they provide, and 
subsequently have a difficult time letting go or teaching others to do the work.  If you want to own a 
business and not just own a job, you have to train others to do the work as well as you do. 

  



  

 

The Master/Apprentice Approach: 

 You are the master; your employees are your apprentices.  You must teach your apprentices 
how to do things YOUR way. 

 Ask yourself the question, “how long did it take for me to learn my craft, skill, etc.?”  Realize it 
will take time to train people up to your standards or level of competence, but eventually you 
will be able to step away from the day-to-day, if you invest the time and patience to train 
properly. 

 All the work that is done in your business follows a process.  You need to write down the 
process and then train others to do it as well as you do. 

 Steps to follow: 
1. Develop specific procedures; write them down!  Write down the steps to accomplish each 

task of the job, label them step one, step two, etc., be as detailed as possible, write down 
the ‘why’ behind every step.  People learn best if they know; What to do, How to do it and 
most importantly WHY to do it. 

2. Spend the necessary time to properly and thoroughly train your people on the procedures.  
Have them follow you around as you do it, observe them doing it, and/or role-play. 

3. Reinforce the necessity of consistency in doing the procedures the way you would do them 
yourself.  Use checklists to manage accuracy and quality! 

4. A great example of this process can be found in The E-Myth Revisited, Your Management 
Strategy, pages 187 – 196. 

 

Position Description Format 
 

Position descriptions should include the following components: 

1. Position Title, Date, Division, Site, and State 
 

2. Job Purpose 
 

3. Key Accountabilities  
 

4. Indicators of Effectiveness 
 

5. Necessary Skills and Attributes 
 

6. Key Relationships 
  



  

JOB PURPOSE 
 

The job purpose should be a short, accurate statement of why the job exists and should outline: 

 The core reason for the position existing or key objective of the position 
 

 Explains what results are to be achieved 
 

 The job’s unique contribution to the business 
 

KEY ACCOUNTABILITIES  
 

Key Accountabilities support the purpose of the role.  They describe the key areas of responsibility 
for which the job incumbent is to be held accountable. 

Put another way, the key accountabilities are the main areas in which the job is to achieve its 
purpose. 

Some examples: 

 Financial Management 
 Product Development 
 People Management 
 OH&S 

 

 

INDICATORS OF EFFECTIVENESS  
 

Aligned with each Key Accountability are Indicators of Effectiveness which should clearly detail how 
a key accountability is to be achieved and to what standard or level of effectiveness. 

 

The key accountability is the heading, while the responsibilities required to meet this accountability 
are the indicators of effectiveness. Put simply, indicators of effectiveness detail what is to take place 
to meet the purpose and objectives of the role.  

 

Note: It may be the case that not all ‘Key Accountabilities’ have ‘Indicators of Effectiveness’. Don’t 
write something down just for the sake of it.  

NECESSARY SKILLS AND ATTRIBUTES  
 

The skills and attributes needed to meet the requirements of the role are included in this section.  
Without these skills and attributes, the incumbent could not meet the indicators of effectiveness 
standards and therefore would be unable to meet the requirements of the job. 



  

 

Skills and attributes also include qualifications, attitudes and behaviours required to meet the job 
purpose. 
 

Some Examples: 

Necessary Skills and Attributes 
 

Essential Desirable 

 

 Tertiary Qualified 
 8-10 Years relevant experience 
 Excellent Problem Solving/Analytical 

skills 
 Proven Sales Track Record 
 Leadership and management skills – gets 

results through others 
 Ability to relate to people at all levels 

throughout the Company 
 Honest, ethical with high performance 

standards 
 Excellent verbal and written 

communcation skills 
 A “self-starter” 
 Attention to Detail 

 

 Experience in similar role 
 Experience working with similar 

customers 
 Experience with using specialized 

equipment 
 Solid understanding of financial 

statements such as balance sheets 
and profit and loss statements. 

 

 

KEY RELATIONSHIPS  
 

Included in this section are the key relationships that are required both within and external to your 
company.  Internally they include manager, direct reports, and other key staff within the business.  
External relationships can include suppliers, consultants, industry representatives, and unions. 

 

The emphasis is on key, regular relationships where negotiation and influencing skills are frequently 
practiced.  Ad-hoc, passing relationships are not to be included.



  

 

 

POSITION DESCRIPTION                       
 
PD Number:   

(internal use only) 
 
(internal use only) 

 
Revision Date: 

 
19/02/2019 

 
Position Title: Sales Manager    

Division: 
 
City 

 
Reports To: Managing Director 

  
Site: 

 
London City 
Office 

 
Position Summary: 

 

Profit Responsible for City Office and Ensuring all Sales Targets are Met. 
 
 

 
Position Details: 

 
 

Key Accountabilities 
 

 
Indicators of Effectiveness 

Providing Annual Sales Plan. 

Setting and Agreeing Sales Targets with MD. 

 

Ensuring Sales Targets are met. 

 Setting an agreed upon Operational Budget 
(Annual with Monthly breakdown) for City Office. 

 Operation Budget to include 

 Marketing 

 Overheads 

 Commissions 

 Cost of Sales Expenses 

 Depreciation 

 IT costs 

Budget makes sense to all involved and can be reported 
against monthly 

 Projecting Cash Flow Contribution from City 
Office. 

 

Cash Flow Spreadsheet Monthly updated with 3 month 
horizon to be implemented in conjunction with Finance 
HO. 

 Setting Individual Sales Targets and Activity 
Levels and holding team accountable  

Monthly Team performance report. 

 Professional Development and Succession 
Planning of City Team. 

Carrying Out of Annual Appraisals and providing and 
annual HR plan. 

 Capturing and developing best practice. 

 

Consolidation and improvement of existing sales 
procedures.  

 Motivation of Sales Team 

 

Formal reward and recognition system with monthly 
quarterly and annual recognition of performance and 
performance improvement. 

  



  

Necessary Skills and Attributes: 
 

 
Skills and Attributes 

 

 
Details 

 Degree or Equivalent. 

  
 Detail necessary qualifications to meet requirements 

for the position. 
  

 Several years sales experience with at least 2 
years at managerial level. Responsible for 
Customer account management. 

 Commercial exposure with budget responsibility, 

 Familiar with profit and loss and cash flow 
projection.  

 List specific knowledge and experiences necessary to 
meet the objectives for the position. 

 

 Competent with Microsoft office package. 

 Exposure to CRM database packages.  

 Detail necessary computer skills to meet the 
requirements for the position. 

 
  

 
 Detail relevant industry experience 

 Leadership/Management experience/capabilities  Detail required leadership/management capabilities 
 

 Communication Skills  Detail necessary communication skills 
 

 Attitudes and Behaviour  List desired attitudes and behaviours including, ability 
to work well in teams, self-starter, 
pleasant/helpful/optimistic, minimal supervision 
required, and so on.  

 
 

Key Relationships: 
 
Within Your Company: 
MD 
HR 
Finance 
Operations 
 
 
External to Your Company: 
Suppliers 
Customer relations 
 
 

Authorisation: 
 

            /       / 
Name  Position Title  Signature  Date 

            /       / 
Name  Position Title  Signature  Date 

 


