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Welcome to your complete beginner-friendly introduction to sales. 
 
Whether you’re brand new to selling, about to start a sales role, or a small business owner who 
needs to start winning customers — this guide gives you the fundamentals in a simple, 
jargon-free way. 
 
By the end, you'll understand what sales really is, how to talk to customers confidently, how to 
overcome objections, and how to close deals — plus recommended Udemy courses if you want 
deeper training. 

 

1. What is Sales? (Explained Simply) 

Sales is the process of helping someone solve a problem by offering them a product or service 
that creates value. 
 
Beginners often think sales is about: 

• persuading 

• convincing 

• “being good with people” 

 
Actually, successful sales is about: 

• understanding the customer 

• asking good questions 

• helping them make the right decision 

• guiding them calmly and confidently 

 
Sales is a learnable skill — not a personality trait. 

 

 



 

2. B2B vs B2C Sales (Beginner Breakdown) 

 

B2B Sales: Selling to businesses 
 
Examples: software, consulting, office equipment 

• Longer sales cycle 

• More decision makers 

• Requires good questioning and problem-solving 

• Higher value deals 

 
B2C Sales: Selling to individuals 
 
Examples: retail, cars, insurance, home services 

• Shorter sales cycle 

• Based more on emotion and trust 

• Faster decisions 

• Light relationship building 

 
Both require the same fundamentals — curiosity, empathy, and clear communication. 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

3. The 5-Step Sales Process (Simple Version) 

Every sale, no matter the product or industry, follows this structure: 
 
 

Step 1 — Prospecting 
Finding people who might need what you offer. 
 
This includes: 

• social media outreach 

• emailing 

• calling 

• networking 

• inbound inquiries 

 
Step 2 — Discovery 
The most important step. 
 
This is where you ask questions like: 

• “What are you trying to achieve?” 

• “What’s the biggest challenge you’re facing right now?” 

• “What happens if you don’t fix this?” 

 
The goal: understand the customer deeply. 
 
Step 3 — Presenting Your Solution 
Show how what you offer solves their problem. 
Keep it simple: 

• one clear benefit 

• relevant proof 

• link everything back to the issue they shared 

 
 

 

 



 

Step 4 — Handling Objections 
Customers will hesitate — that’s normal. 
Common ones are: 

• “It’s too expensive” 

• “I need to think about it” 

• “Send me some info” 

 
Beginners: don’t panic. 
 
Objections usually mean: “Help me understand this better.” 
 
 

 

Step 5 — Closing 
This means gaining agreement. 
 
You don’t need “closing tricks”. 
A natural close is simply: “Would you like to go ahead?” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

4. Simple Sales Scripts for Beginners 

 

Opening a conversation 
“Hi [name], thanks for taking the time today. Before I jump in, can I ask what made you 
interested in looking at this?” 
 
Discovery question 
“What’s the main thing you’re hoping to improve?” 
 
Handling an objection 
“I understand. Can I ask — what part feels unclear, or what would you need to feel confident 
about moving forward?” 
 
Closing 
“Would you like me to set this up for you?” 

 

 

5. How to Sound More Confident (Even if You’re Not) 

Beginners often struggle with: 

• nerves 

• rushing 

• sounding unsure 

• worrying about rejection 

 
Here’s a simple formula that works instantly: 
Slow Down + Short Sentences + Smile 
 
It automatically makes you sound: 

• clearer 

• calmer 

• more credible 

 
Another trick: 
Pause for one second before answering any question. 
You’ll sound more experienced immediately. 

 



 

 

6. The 7 Skills Every Beginner Should Learn 

1. Asking open questions 

2. Listening without interrupting 

3. Understanding customer motivations 

4. Explaining things simply 

5. Handling “I need to think about it” 

6. Following up professionally 

7. Closing clearly and directly 

  

Master these and you can succeed in any industry. 

  

 

7. Free Templates & Tools for Beginners 

Here are simple resources you can copy/paste: 

  

Discovery Question List 

• “What’s the biggest challenge you’re facing right now?” 

• “What would a good result look like?” 

• “Why is this important now?” 

• “How will you measure success?” 

 

Objection Responses 

• “I completely understand. Can I ask—what’s the main concern for you at this stage?” 

  

Follow-Up Message 

• “Hi [Name], just checking in. Did you have any questions I can help with? Happy to 
clarify anything.” 

 


