W.C. SMITH
Automotive

Retailing
Resources.

‘/ Is your company protected with written
company policies?

Have you been challenged in court by
employees over workplace issues?

‘/ Are your policies regarding drug and
alcohol abuse, sexual harassment,
smoking, discrimination, etc. clearly
defined?

v Do your department managers receive
training on proper personnel handling?

‘/ Do you believe written job descriptions
will help fight employee claims of
wrongful discharge?

v bo you have an entry-level vehicle
sales training manual?

‘/ What source do you use to train
employees on the proper use of the
telephone to cultivate customers
effectively?

Exclusive Customized car dealer

Publications Include:

e Company Policy and Employee
Handbook

e Personnel Policy Training Manual
for Managers

e 71 Customized Automobile
Dealer Job Descriptions

o Professional Telephone
Communications Reference
Manual

e Cultivating Phone-Ups and Sales
Phone Prospecting Training
Manual

Professional Dealership
Publications

Employees are becoming more aware of their rights, and in many
cases, employers are watching many of their own decisions come under
fire in court or at unemployment board hearings. In addition, statistics
show that 10-18% of all working adults suffer from personal problems
such as drug/alcohol abuse, emotional stress, family problems or
financial worries - problems they bring with them to the workplace.

Employee handbooks and personnel policy training manuals for
managers can be excellent sources for new employees, existing staff
and managers. Automotive Retailing Resources can produce a
customized Company Policy and Employee Handbook which
addresses 160 automotive dealer subjects governing the workplace.
Subjects include: equal opportunity, sexual harassment, substance
abuse, smoking in the workplace, handling toxic/hazardous materials,
family care, protecting consumer information, computer — internet
usage, and more.

Benefits of an Employee Handbook:

e Promotes professionalism, conveys a message of an organized, well
structured company.

e  States the company’s mission, operating philosophy.

Makes explicit the mutual agreement between employee and

employer.

Excites and motivates the employee about the job.

Boosts employee morale.

Establishes consistency for administration of company policy.

Consolidates fragmented written company policies.

Improves internal communication.

Reduces potential for lawsuits.

Saves management time in resolving conflicts.

Emphasizes company fringe benefits.

Builds a relationship between the new-hire and the supervisor.

Benefits of a Personnel Policy Training Manual for Managers:

e Promotes management professionalism.

e Serves as atraining and reference source for department managers.

o Establishes consistency for administration of company policy.

e Standardizes the procedures for the legal aspects of: recruiting,
interviewing, reference checking, hiring, new employee orientation,
performance evaluations, advancement-promotion, compensation
changes, substance abuse handling and legal termination of
employees.

Benefits of Written Job Descriptions:
e Promotes professionalism.
o Outlines the physical requirements of the job.
e Clarifies employee duties, responsibilities and accountability
(required for compliance with the “Americans With Disabilities Act”)
o Ensures greater objectivity during employee appraisals.
o Protects the company against claims of wrongful discharge.
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PARTIAL LISTING OF PUBLICATIONS CLIENTS

Academy Ford Sales, Laurel, MD,

Mike Lynch, General Manager, (301) 419-2700

Al Packer Enterprises, Baltimore, MD,

Elliott Packer, President, (410) 488-5566, Ext. 270
American Service Center (Mercedes), Arl. Va

Stan Rodia — Parts & Service Dir (703) 525-2100
Annapolis Volvo/Subaru, Annapolis, Md.

Frank Ferrogine, President, (410) 573-1300
Autobahn Motorcars, Fort Worth, TX,

John Chase, President, (800) 433-5602

Bob Bell Automotive Group (3 Locations),
Baltimore,MD, Robert Bell, Chairman, (410) 766-3600
Brasington Cadillac-Saab, Gainesville, FL,

Larry Brasington, President, (352) 378-5301

Capitol Cadillac Company, Greenbelt, Md.,

Wayne Quackenbush, General Manager, (301) 441-9600
Criswell Chevrolet-Lotus, Gaithersburg, MD,

Harry Criswell, 1lI, President, (301) 948-0880
Criswell Performance Cars, Annapolis, Maryland
George Criswell — President (443) 482-3232

Curtis Chevrolet, Washington, DC,

Dan Franklin, General Manager, (202) 723-0102

E & G Classics, Inc., Columbia, MD,

David Eash, President, (410) 381-4900

Griffith Organization (7 Locations),

Larry Caulk, Vice President, (410) 337-2999
Habberstad BMW, Huntington Station, NY,

Erik Habberstad, President, (631) 271-7177

Henry Gay Oldsmobile/Jeep/Suzuki, Laurel, MD,
John Gay, Gen. Mgr., (301) 953-1500

Herson’s Honda, Rockville, Md.,

Bill Andrakakos, General Manager, (301) 279-8600
Hill and Sanders Ford, Wheaton Md.,

Kevin McLaughlin, President, (301) 949-4060

JBA Chevrolet, Inc., Glen Burnie, MD,

Mark Aiello, Vice President, (410) 766-6300

Karp Volvo, Inc., Rockville Center, NY,

David Karp, President, (516) 764-4242

Land Rover Rockville, Rockville, Maryland

Brad Helms — Co-Owner, (301) 294-0117

Laurel Toyota-Jaguar, Laurel, MD,

Mike Satisky, General Manager, (301) 725-4400
Lexus of Annapolis, Annapolis, MD,

Mike Higham Jr, General Manager, (410) 266-3330
Lindsay Lexus, Alexandria, VA,

Jeff Warner, General Manager, (703) 931-3000
Lindsay Cadillac Company, Alexandria, VA,

Terry Lindsay, President, (703) 998-6600

Ourisman Automotive Enterprises, Marlow Heights,
MD, Mandell J. Ourisman, President, (301) 423-4000
Pallone Chevrolet, Inc., Springfield, Va.,

Mike Pallone, President, (703) 451-4511

Preston Group (4 Locations), Preston, MD,

Jon Townley, Comptroller, (800) 655-3764

Pohanka Automotive Group (9 Locations), Marlow
Heights, MD, G. P. Pohanka, Pres., (301) 423-1541
Roberts Chevrolet, DeQueen, Arkansas

Lisa Morgan — Corporate Secretary, (870) 642-2422
Ron Bortnick Ford, Upper Marlboro, MD,

Ron Bortnick, President, (301) 627-5600

Rosenthal Automotive (9 locations), Arlington, VA,
Don Bavely, COO, (703) 553-4300

Russel Motorcars, Baltimore, Maryland (4 Locations)
Melinda Herd — Controller (410) 788-8400

Schaefer & Strohminger (8 locations), Baltimore, MD,
Joe Jankowski, Jr., CFO, (410) 661-7950

Southlake Mitsubishi, Morrow, Ga.,

Mac Bickerstaff Jr, President, (770) 968-3400

Sport Chevrolet Company, Silver Spring, MD,
Robert H. Fogarty, President, (301) 890-6000

Professional Dealership
Publications

SATISFIED PUBLICATION CLIENT TESTIMONIALS

“It is obvious that Wally Smith is an auto dealer human
resource expert, after working with us on the employee
handbook for our three stores. He provided us with
customized progressive rough drafts of his handbook,
encompassing over 160 suggested subjects exclusively
written for new car dealers. The finished product was very
handsomely produced, and he suggested it be treated as
company property for recycling to subsequent employees,
thus reducing cost.”

Mr. Robert Fogarty, President, The Sport Dealerships
(Chevrolet, Jeep & Honda), Silver Spring, Maryland

“We selected Wally Smith’s complete set of Automotive
Dealer Job Descriptions because they covered every
position in a car dealership (71 positions). He customizes
them to our unique duties, responsibilities and performance
standards, and maintains them in a computer database for
periodic updating at no charge. They are the best in the
auto industry.”

Mr. Harry Scharf, Sales Manager,

Brasington Cad-Olds, Gainesville, Florida

Additional List of Publication Clients

Tischer Automotive Group (4 Locations), Silver Spring, Md.,
Kevin Wong, Comptroller, (301) 890-3000

Toyota of Waldorf, Waldorf, Maryland

Al Roys — President, (301) 645-8770

Village Volvo/Saab/Mitsubishi, Bel Air, Md.,

Mike Martino, President, (410) 879-3400

Volvo Village, Clearwater, FL,

Ron Mueller, President, (813) 530-0602



