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[YOUR LOGO]
Position Agreement Sample
Senior Care Consultant (SCC)
Accountable to:  Executive Director
Result Statement:  To help [Agency] acquire and retain long-term quality clients.
Responsibility Summary:
1. Client lead generation (outside sales)

2. Client lead conversion and follow-up (outside and inside sales)

3. Community liaison and consultant

4. Marketing budget management

5. Tracking and reporting activities to the executive director 
6. Other duties as assigned 

Responsibility Standards:
1. Client lead generation (outside sales)

a. Develop new referral sources in the community

b. Strengthen relationships with existing referral sources

i. Visits with a purpose

ii. In-services (fall prevention, etc.)

iii. Tokens of appreciation

iv. Thank you cards for referrals

c. Improve upon [Agency’s] image in the community

d. As approved by the executive director, promote [Agency] at tradeshows, health fairs and other types of events.
e. Public Relations 

i. Assist in the creation of client and employee newsletters. 

ii. Work with a variety of media contacts to get news releases published, etc. (All news releases must be approved by executive director before submitting to media).

iii. Public Relations Expectations:

1. One client and employee newsletter created and sent out each quarter.

f. One news release published each quarter in an appropriate media source which may include newspaper, magazines, other professional newsletters and the Internet.

g. Position Goals:
i. Average inquiries received each month from sales efforts: [30+]
2. Client lead conversion and follow-up  

a. Primary service inquiry (SI) contact, when available.
b. Oversee mailing of “Agency Info Packet” with every SI taken. Office manager can assist.
c. Effectively follow-up with SI’s who have not yet set an appointment for an assessment.
d. Assist the executive director with coaching and training other staff members on proper SI handling every month.
e. Effectively perform care assessments when called upon by the executive director.
f. Oversee nurturing of prospects – Must stay in constant contact with prospects that may need services at sometime in the future. Must be able to follow and successfully implement the company’s nurturing strategy.   

g. Team Goals –Oversee the fulfillment of the following lead conversion goals, with the help of the entire team:
i. Inquiry to Admission Ratio (% of inquiries that become clients):  [30%+]
ii. Net new monthly clients (team): [3+]
iii. Net new monthly billable hours (team): [250+]
iv. Follow-up – Account for every SI taken and be able to report the status of each every month.
3. Community liaison and consultant

a. Become a resource for referral and community partners.
b. Take a consultative approach when working with prospective clients and their families by providing them with the best information and resources available.
4. Marketing budget management

a. Create marketing projects, outlining the purpose, goals and cost for each project. Submit for approval.
b. For each marketing project approved, be able to manage the corresponding budget accordingly and stay within the budget allocated for the project.
5. Tracking and reporting activities

a. Effectively use scheduling software and other types of reporting systems outlined by the executive director, in order to track monthly activities and accomplishments. 
b. VERY IMPORTANT:  All community and family contacts MUST be properly entered into scheduling software and any other required reports in order to properly communicate with them in the future.
6. Other duties as assigned   
Statement of Senior Care Consultant:

I accept the accountabilities of this position and agree to produce the results, perform the work and meet the standards set forth in this position agreement.  If I feel there are unrealistic expectations set forth in this position agreement, I further agree to present these concerns to the officers of [Agency], as soon as I am aware of them.   Lastly, I understand and support that this position agreement will need to be updated and changed on occasion because [Agency] embraces ongoing change as part of its competitive edge and company culture.
Signature of Senior Care Consultant

Print Name

             Date

Statement of the Executive Director:

We agree to provide a working environment, necessary resources and appropriate training to enable the accountabilities of this position (results, work and standards) to be accomplished.

Signature of Executive Director

Print Name

            Date
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