What & WHEN

with your new jeweler 

I. AT SIGN-UP

· Priority Mail or Fed Ex Contract packet to Premier Designs.  NOTE:  If you are sending via Fed Ex, make sure you use the physical street address, not P.O. Box.  Give her appropriate copies for her records and make a copy for your records as well.    

· Give the following handouts:

· How To Get Bookings (Penny Lacey verbiage) 
· New Jeweler Booking Rewards (Ring promotion sheet)

· Print-out of next two calendar months, OR Premier’s Planning Calendar (Item#180)

· Schedule Training Show

· Give her Hostess Packet and coach her for her Training Show

· She can start buying a couple of things like a table cloth, Dollar Store items for drawing gifts, and table lights.  This will be exciting for her!  (do not give her the Shopping List yet)

II. BEFORE TRAINING SHOW (after NJ nbr is assigned)

· Give her a Mileage Notebook & explain

· Hand her a hard copy and/or e-mail her special Training Show Flyer.  In addition, she may create something herself on www.evite.com.  NOTE:  Her actual invitation should be verbal… these are just courtesy “reminders.”

· Show her Jewelry Fashion Trays & give her 3 book covers
· Give her President Package labels

· Have her fill in the dates of Trainings and other special upcoming Premier events
· If she has shows booked same week of Training Show, give her the Hostess Packets for her hostesses.  ROLE PLAY a Hostess Coach.

· Have her create her Jeweler Account on Premier’s website

· Have her sign up to accept credit cards – ProPay or Other
III.   AT TRAINING SHOW

· Strongly focus on HER Introduction and Recognition.  Introduce her as a NEW Premier jeweler (your daughter) and HOSTESS!  SHE will receive all the hostess benefits, jeweler profits and bookings.  Thank the guests for supporting her!!!  

· During Shopping Time
- Have her at the table with you and tell/show her what to do.  Customer Service.

· During Check-Out Time
- Show her how to fill out the Customer Orders Forms and receive payment.  
- Let her hear how you ASK for bookings and look for prospects at checkout time.  

· Have her enter Shows on Her Planner (also Hostess Coach Dates) 

· Show her how to finish Hostess paperwork and collect all monies due still allowing hostess time for any additional orders and/or choose her FREE jewelry.
IV.  AFTER TRAINING SHOW

· She takes all monies and opens a separate Checking Account for Premier 

· Talk her through how to input and transfer her Training Show

· BRIEFLY review Jeweler’s Handbook sections.  Ask her to read and put question marks by what she doesn’t understand and call you.
· Have her sign the Training Allowance Form 
· E-MAIL NJ Home Show folder to her

· She attends next scheduled New Jeweler Orientation
V.  BEFORE FIRST SHOW BY HERSELF

· E-MAIL Home Show Item Check Off List & Shopping List

· Prepare BOOKING ACTIVITY
3 featured pieces using Gold Boxes, Excitement Boxes OR Deal or No Deal

· Prepare SPONSORING ACTIVITY
Big Money Little Money, Big Money, OR Ask It Basket Q&A

· ROLE PLAY the Booking & Sponsoring Activity with her – VERY important!

· She is to make 3 Hostess Packets for her first show

· She prepares her Home Show Binder (refer to Home Show Prep Check-off List)

· She goes shopping for Home Show Supplies (refer to NJ Shopping List)

· Prepare retail incentive “Special” for 3 items purchased or certain $$ amount

VI.  AS NEEDED AFTER FIRST SHOW

· E-MAIL the following documents to her:

· Filing System labels

· Tax Receipt Folder labels

· Catalog Purchase Plan handouts (2)

· Replacement Exchange sheet

· Jeweler’s Eyes Only Vendor & Resource sheet

Be in close contact with her for her first 90 days encouraging her and establishing a relationship with her. Promo Idea:  If she calls you after each show for her first 8 shows, she will receive a nice gift from you.

Use Premier’s “Growing Together” pamphlet (#583) for great tips on motivating your new Jeweler.

Remember, everyone will have different personalities.  Realizing this, work with them accordingly knowing some will need more assistance than others.  The objective of this NJ checklist is to give them a little bit at a time so that they don’t get overwhelmed.  Make it as fun and easy as possible and don’t do everything for them.  YOU DO FOR THEM, YOU DO WITH THEM, THEY DO FOR THEMSELVES.

KISS = Keep It Simple Sister!!!
By:  Vicky & John Carbo


