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BUILDING ‘ DEVELOPMENT ‘ MANAGEMENT




Position Title: Director of Sales
Department: Sales

Reports to: General Manager/Corporate Director of Sales
Date Revised:  August 29, 2016


POSITION PURPOSE:
To develop and proactively solicit business from all markets to ensure the necessary advance bookings needed for the successful and profitable operation of the hotel.

EXAMPLES OF DUTIES:

ESSENTIAL FUNCTIONS:


•
Directs and participates in the solicitation efforts of the sales through effective oral and written communication.



•
Establish rapport and maintain close contact with accounts in assigned markets: Corporations, Associations, Government, Youth sports teams, weddings, etc. handles account details in a timely manner and coordinate servicing of the account.

· Places gifts and handwritten notes in rooms for VIPs, decision makers, etc., daily



•
Cultivates and qualifies leads

· Meets weekly goals of proactive sales activity as designated by Director of Operations/Corporate Director of Sales.  To include proactive direct sales calls, maintenance calls, teleprospecting calls, site tours.

· Uses displacement analysis to ensure maximization of revenue, to take the right business at the right times.
 

•
Maintains a thorough knowledge of working Top Revenue accounts and their current status.  All top account decision makers should be met with quarterly at a minimum.


•
Develops and conducts persuasive verbal sales presentations to prospective clients.  Meets and entertains clients.



•
Oversees rate, date and space commitments for group room sales within the hotel.


 
•
Develops, directs the execution and tracks the effectiveness of marketing and advertising strategies.



•
Compiles and/or directs the preparation of reports pertaining to the operation of the sales department to include, but not limited to the annual, monthly and daily forecasts, end of the month reports, and budgeting.



•
Implements quarterly action plans, completing plans as outlined by Director of Operations/Corporate Director of Sales and submitting monthly updates on plans effectiveness, adjusting as deemed necessary by current market conditions.

· Must have great knowledge of what demand generators are in the market, where they are staying, and what rates they are paying.

· Handles RFP process for all national accounts, using negotiating skills and market knowledge to ensure maximum revenue/occupancy mix.

ESSENTIAL FUNCTIONS:



•
Organizes and/or attends scheduled sales department, staff and revenue management meetings.



•
Participates in professional networking associations attending their meetings and trade shows.


•
Coordinates ongoing research of the travel industry to detect market trends and related information for development of new marketing strategies.  Makes reasonable recommendations and contributes research, ideas and the developments of new marketing strategies to improve potential from various markets.

Other:
Regular attendance in conformance with the standards, which may be established by Ceres from time to time, is essential to the successful performance of this position.  Team members with irregular attendance will be subject to disciplinary action, up to and including termination of employment.

Due to the cyclical nature of the hospitality industry, team members may be required to work varying schedules to reflect the business needs of the hotel.

Upon employment, all team members are required to fully comply with Ceres rules and regulations for the safe and efficient operation of hotel facilities. Team members who violate Hotel rules and regulations will be subject to disciplinary action, up to and including termination of employment.

SUPPORTIVE FUNCTIONS:
In addition to performance of the essential functions, this position may be required to perform a combination of the following supportive functions, with the percentage of time performing each function to be solely determined by the supervisor based upon the particular requirements of the hotel.


•
Maintains open door policy and monitors team member relations.


•
Attends various meetings as require

•
Communicates and works with General Manager in achieving maximum effectiveness and profitability within the operation.


•
Participates in key organizations as recommended by management 


•
Maintains an ongoing relationship with various organizations within the travel industry to establish professional networks and maintain a working knowledge of trends and current practices. 


•
Inputs and retrieves information from computer system for file maintenance, correspondence and preparation of forecasts and marketing budget.


•
Promptly answers the telephone using positive and clear English language. 


•
Other duties as assigned by the General Manager and/or Director of Operations or Corporate Director of Sales
SPECIFIC JOB KNOWLEDGE, SKILL AND ABILITY

The individual must possess the following knowledge, skills and abilities and be able to explain and demonstrate that he or she can perform the essential functions of the job, with or without reasonable accommodation, using some other combination of skills and abilities.


•
Strong knowledge of the geographically designated market.


•
Knowledge of travel industry, current market trends and economic factors.


•
Ability to maintain knowledge of policies and market trends as they relate to the Property and the travel industry.


•
Mathematical skill and considerable skill in the use of a calculator to prepare moderately complex mathematical calculations, analyze reports and forecast without error.


•
Ability to communicate effectively in English with team members and customers, understand reports and related correspondence and accurately perform all essential job functions.


•
Ability to effectively deal with internal and external customers and staff, some of whom will require high levels of patience, tact and diplomacy to diffuse anger, collect accurate information and resolve conflicts.

SPECIFIC JOB KNOWLEDGE, SKILL AND ABILITY


•
Ability to manage a staff and apply basic supervisory skills to plan, organize, direct team members, coach, train and discipline, as necessary.


•
Ability to analyze financial information from many sources and create reports and forecasts.


•
Ability to prioritize and organize workload to ensure deadlines are met.


•
Extensive skill in development and delivery of sales presentations.


•
Ability to access, understand and accurately input information using a moderately complex computer system.


•
Ability to stand and move throughout the property and continuously perform essential job functions.


•
Ability to travel.

QUALIFICATION STANDARDS

Education:


Any combination of education, training or experience that provides the required knowledge, skills and abilities.  High school diploma required.  College degree preferred.


Experience:


Minimum of 5 years hotel sales experience and 2 years of supervisory experience required. 


Licenses or certificates:


None.


Grooming:


All team members must maintain a neat, clean and well-groomed appearance (specific standards available). 

Physical Requirements:
Prolonged periods of sitting at a desk and working on a computer.

Must be able to lift up to 15 pounds at times.


Associate’s Signature__________________________________


Manager’s Signature__________________________________


Date_______________________________________________
