
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Certified Telesales Executive 

VS-1019 



                                             Certified Telesales Executive 

www.vskills.in  

 

 

CCCCertified ertified ertified ertified Telesales ExecutiveTelesales ExecutiveTelesales ExecutiveTelesales Executive    
Certification CodeCertification CodeCertification CodeCertification Code    VS-1019    
Vskills certification for Telesales Executive assesses the candidate as per the company’s 

need for telesales and related sales activities over telephone. The certification tests the 

candidates on various areas in customer handling, call preparation, telesales process, team 

work, negotiation skills, stress and time management and MS-Office.  

 

Why should one take this certification?Why should one take this certification?Why should one take this certification?Why should one take this certification?    
This Course is intended for professionals and graduates wanting to excel in their chosen 

areas. It is also well suited for those who are already working and would like to take 

certification for further career progression. 
 

Earning Vskills Telesales Executive Certification can help candidate differentiate in today's 

competitive job market, broaden their employment opportunities by displaying their 

advanced skills, and result in higher earning potential.  

 

Who will benefit from taking this certification?Who will benefit from taking this certification?Who will benefit from taking this certification?Who will benefit from taking this certification?    
Job seekers looking to find employment in telesales or sales departments of various 

companies, students generally wanting to improve their skill set and make their CV 

stronger and existing employees looking for a better role can prove their employers the 

value of their skills through this certification. An individual can also start a debt recovery 

agency of own and be self-employed. 

Test DetailsTest DetailsTest DetailsTest Details    

• Duration:Duration:Duration:Duration: 60 minutes 

• No. of questions:No. of questions:No. of questions:No. of questions: 50 

• Maximum marks:Maximum marks:Maximum marks:Maximum marks: 50, Passing marks: 25 (50%) 

There is no negative marking in this module. 

Fee StructureFee StructureFee StructureFee Structure    

Rs. 3,499/- (Excludes taxes)* 

*Fees may change without prior notice, please refer http://www.vskills.in for updated fees 

Companies that hire Vskills Companies that hire Vskills Companies that hire Vskills Companies that hire Vskills Certified Certified Certified Certified Telesales ExecutiveTelesales ExecutiveTelesales ExecutiveTelesales Executive    
Telesales Executives are in great demand. Companies specializing in telesales are 

constantly hiring skilled telesales executives. Various public and private companies also 

need telesales executives for their sales departments. 

 

 

 

 



                                             Certified Telesales Executive 

www.vskills.in  

 

Table of ContentTable of ContentTable of ContentTable of Contentssss    
    

1.1.1.1. Sales BasicsSales BasicsSales BasicsSales Basics    
1.1 Telesales 
1.2 Telesales Types 
1.3 Telesales Features 
1.4 Sales Cycle 
1.5 Types of Orientation 
1.6 Functions of a Telesales Executive 
 
2.2.2.2. Developing skillsDeveloping skillsDeveloping skillsDeveloping skills    
2.1 Skills Development 
2.2 Public Speaking 
2.3 Personality Development 
2.4 Self Grooming Tips 
2.5 Positive Attitude 
2.6 Different Negativities 
2.7 Steps to Be Positive 
2.8 Positive Behaviour 
2.9 Traits for Positive Behaviour 
2.10 Behaviour for Successful Sale Person 
2.11 Telesales Specific Skills 
2.12 Listening skills 
2.13 Vocal Skills 
 
3.3.3.3. Customer HandlingCustomer HandlingCustomer HandlingCustomer Handling    
3.1 Understanding Customer Behaviour 
3.2 Customers Expectations 
3.3 Building Customer Relationship 
 
4.4.4.4. Call PreparationCall PreparationCall PreparationCall Preparation    
4.1 Product or Service Knowledge 
4.2 Knowing the Purpose of Each Call 
4.3 Call Scripts 
 
5.5.5.5. Telesales ProcessTelesales ProcessTelesales ProcessTelesales Process    
5.1 Vaulting the Hurdle 
5.2 Catching the Prospect’s Interest 
5.3 Investigation 
5.4 Making the Sales Presentation 
5.5 Overcoming Objections 
5.6 Closing 
 
 



                                             Certified Telesales Executive 

www.vskills.in  

 

6.6.6.6. Team WorkTeam WorkTeam WorkTeam Work    
6.1 Formation of a Team 
 
7.7.7.7. Stress ManagementStress ManagementStress ManagementStress Management    
7.1 Consequences of Stress 
7.2 Reason/Causes of Stress 
7.3 Signs of stress 
7.4 Techniques of Stress Management 
 
8.8.8.8. Time ManagementTime ManagementTime ManagementTime Management    
8.1 Time Management Techniques 
 
9.9.9.9. Computers BasicsComputers BasicsComputers BasicsComputers Basics    
9.1 Introduction - What is Computer? 
9.2 Characteristics of computer 
9.3 Commonly Used Computer Terms 
9.4 Units of a computer system 
9.5 Representation of information 
9.6 Basic Operations of a Computer – Input, Process and Output 
9.7 Input Devices 
9.8 Output Devices 
9.9 Storage Devices 
9.10 Types of Software 
9.11 Disk Organization Terms 
 
10.10.10.10. Windows XPWindows XPWindows XPWindows XP    
10.1 Operating System 
10.2 User Interface 
10.3 Windows XP Professional 
10.4 Using the Mouse 
10.5 The Desktop 
10.6 The Task Bar 
10.7 The Start Menu 
10.8 Windows Explorer 
10.9 The Control Panel 
 
11.11.11.11. MS MS MS MS ----    Word 2003Word 2003Word 2003Word 2003    
11.1 File Management 
11.2 Moving in a document 
11.3 Selecting Text 
11.4 Printing of documents 
11.5 Previewing a document 
11.6 The Formatting Toolbar Icons 
11.7 Editing Text 
11.8 Headers and Footers 
11.9 Font Formatting 



                                             Certified Telesales Executive 

www.vskills.in  

 

11.10 Bullets and Numbering 
11.11 Document Enhancement 
11.12 Drop Capital 
11.13 Change Case 
11.14 Multiple Columns 
11.15 Mail Merge 
11.16 Tables 
 
12.12.12.12. MSMSMSMS----Excel 2003Excel 2003Excel 2003Excel 2003    
12.1 MS-EXCEL Window Elements 
12.2 File Management 
12.3 Page Setup 
12.4 Preset Headers and Footers 
12.5 Printing document 
12.6 Selecting cells and data ranges 
12.7 Editing data 
12.8 Functions in Excel 
 
13.13.13.13. MSMSMSMS----Power Point 2003Power Point 2003Power Point 2003Power Point 2003    
13.1 Loading of PowerPoint 
13.2 Starting with a presentation 
13.3 File Management 
13.4 Different Views 
13.5 Editing the document 
13.6 Modifying the document 
13.7 Working of a Slide Show 
 
14.14.14.14. InernetInernetInernetInernet    
14.1 Networking Concepts 
14.2 Network types 
14.3 Internet 
14.4 Windows Networking terms 
14.5 Sharing Local Printer 
14.6 Connecting to a Network Printer 
14.7 Email 
14.8 Sending an E-mail Message from Outlook 
14.9 Sending email from Google's Gmail 
14.10 Download from Internet 
 
 
 
 
 
 
 
 



                                             Certified Telesales Executive 

www.vskills.in  

 

 

Sample QuestionsSample QuestionsSample QuestionsSample Questions    

1. 1. 1. 1. When should a telesales execWhen should a telesales execWhen should a telesales execWhen should a telesales executive should give an advice to customerutive should give an advice to customerutive should give an advice to customerutive should give an advice to customer    ???? 

A. If needed as per call script 

B. When asked by customer 

C. At start of the call 

D. None of the above 

 

2222. . . . What should be done if the customer while speaking, pauses ?What should be done if the customer while speaking, pauses ?What should be done if the customer while speaking, pauses ?What should be done if the customer while speaking, pauses ? 

A. Try top help the customer to finish call fast 

B. Do not prompt to the customer 

C. Prompt to the customer to finish call fast 

D. None of the above 

 

3333. . . . Which of the following is not a Which of the following is not a Which of the following is not a Which of the following is not a negativity?negativity?negativity?negativity? 

A. Argument  

B. Blame 

C. Encouragement 

D. None of the above 

 

4444. . . . WhWhWhWhatatatat    does gossiping in office results does gossiping in office results does gossiping in office results does gossiping in office results in?in?in?in?    

A. Neagtivities  

B. Fit into a group 

C. Prove your knowledge 

D. None of the above 

 

5555. . . . What does the pitch refers to for a What does the pitch refers to for a What does the pitch refers to for a What does the pitch refers to for a sound?sound?sound?sound? 

A. Frequency  

B. Tone 

C. Inflection 

D. None of the above 

 

 

Answers:      1 (B), 2 (B), 3 (C), 4 (A), 5 (A) 



 


