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1

Introduction

Sales is one of the most important parts of business – if not the most important part 
at all. What is the sense of having a production or a product without selling it to the 
market? There is no sense and this business will close because of leak of income.

Why do people like working in sales?
In general a salesperson is mostly working independent from the rest of the com-
pany. His work is outside, in the offices of his customers or on exhibitions. A sales-
person is a self-made-man (or -woman) who also takes care himself of his income. 
Successful salesmen can reach the highest levels of income in a company, when 
they work hard, concentrated, and motivated.

When we talk about sales, what are we really talking about?
Nothing else but: Communication between two or more people with the goal to 
convince one of the parties buying a certain product.

But what is communication?
Communication is the dialog between two or more people.
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So, there is a basic understanding of the meaning of sales that includes talking, 
discussing, questioning, answering, convincing, doubts, body talk, presentations, 
catalogs, movies, and so on. 

How can I convince the party I am looking for to listen to me?
In the following chapters we will go through all of this. We will see how to make an 
appointment, how to prepare for an appointment, how to dress, how to get atten-
tion, how to motivate myself, how to introduce myself, how to talk, and how to be 
successful.

This book may help you to understand the secret of sales.
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2

A I D A

AIDA is the original sales training acronym and is even more relevant today. If you 
remember just one sales or selling model, remember AIDA.
AIDA describes the basic process by which people become motivated in a way, that 
successful selling happens and sales are made.

 -  Attention
 -  Interest
 -  Desire
 -  Action 

The AIDA process also applies to any advertising or communication that aims to 
generate a response.
Simply, when we buy something we buy according to the AIDA process. So when 
we sell something we must sell going through the AIDA stages. First something gets 
our attention; if it’s relevant to us we are interested to learn or hear more about it. If 
the product or service then appears to closely match our needs and/or aspirations, 
and resources, particularly if it is special, unique, or rare, we begin to desire it. If we 
are prompted or stimulated to overcome our natural caution we may then become 
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motivated or susceptible to taking action to buy.
Attention 
Getting the other person’s attention sets the tone. The first impression counts. So 
smile, even on the phone because people can hear it in your voice. Be happy, natu-
ral, honest and professional. 
If you are not in the mood to smile do some paperwork instead. If you rarely smile 
then get out of selling. 
Getting attention is more difficult than it looks like because people are less acces-
sible, have less free time, and lots of competing distractions. So you better think 
about when it is the best time to call. 
If you are calling on the phone or meeting face-to-face you have about five seconds 
to attract attention, by which time the other person has formed their first impression 
of you. 
Despite the time pressure, relax and enjoy it. Expect mostly to be told “No Thanks”. 
But remember that every “No” takes you closer to the next “Okay”.

Interest 
You now have maybe 5-15 seconds in which to create some interest. 
Something begins to look interesting if it is relevant and potentially advantageous.
The person you are approaching should have a potential need for your product or 
service or proposition, which means that you or somebody else has established a 
target customer profile.
Approach the other person at a suitable time.
You must understand the other person’s situation and issues, and you must be able 
to express yourself in their terms and their language.
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Desire
The sales person needs to be able to identify and agree the prospect’s situation, 
priorities and constraints on personal and organizational levels. 
You must build a kind of trust and a readiness in the prospect’s mind to do business 
with you personally.
You must understand your competitors’ capabilities and your prospect’s other 
options.
You must obviously understand your product and particularly all relevance and impli-
cations for your prospect.
You must be able to present, explain and convey solutions with credibility and enthu-
siasm.
The key is being able to demonstrate how you, your own organization and your 
product will match the prospect’s needs within all constraints.
Creating desire is skill, technique, behavior, and style.

Action
This is simply the conversion to achieve the aim.
The sales person must encourage the purchaser to move to complete the sale or 
move to the next stage.
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The First Step

The first step sometimes is the most difficult and sometimes not. When you start 
as a salesperson you are (in general) completely blank, means you don’t have any 
contacts and you don’t have any customers. 

So how to get them?
There are several ways to start with.

Friends and Relatives
Contact your friends and your family members. Maybe they have a business them-
selves, or they are working in management positions in small, medium or large com-
panies. Or they themselves have good contacts to friends in the business sector.
Ask them and make a list of all contacts. Don’t forget to ask for details like what is 
this company doing? What is his or her position in the company? How is the rela-
tionship? Does he or she have hobbies? What is their character? 
Then go through the business directory. Check for the right name of the company, 
address, and telephone number.
Call the reception and make sure that this person is really working there. It is not a 
joke but once I came with one of our salesmen to a company to visit the manager 
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of purchasing. When we asked at the reception we were told that this person has 
passed away one year ago. Our salesman did not know that! For us the day was 
spoiled and it took me a long time to trust this salesman again and to go with him to 
a customer. This salesman had not made his homework! How can he be success-
ful?
When you talk to the person at the reception you have to be friendly but also strict 
and exact. Be sure to get all the information. But be careful that you are not directly 
connected to the one you want to contact later. Still you are not prepared and still 
you do not know what to tell him. Tell the person at the reception that you only 

want certain information about him 
or her.

After gathering the entire information 
make a file for each person you got 
to know. All this may take some time 
but it is worth it. You can buy ready-
made cards in a stationary shop. In 
general they should look like this on 
the left side. If you have a Laptop, 
you can open an address folder for 
all your customer contacts. Microsoft 

Office supplies good software applications for this.

Now it is time to prepare your visit. Take a notebook and write down what you want 
to say, for example: “Good morning Mr. Anthony. My name is Brad Cosworth. I have 
got your name from my brother Dan and I should give you his best regards.

Best Food LLC
Foodstuff Trading & Production 
Reception:  02-456 7700
Purchasing Manager: Mr. Chris Snyder
Direct:   02-456 7788, Mobile: 050-661 2958
Married, two kids, Car: BMW, Hobbies: Golf,
Kontact through my brother
1. Meeting:
Results: 

LLC


