Job Descriptions - Director of Sales
Reporting to the Vice President of Operations, the Director of Sales (DOS) is responsible for all sales efforts for Your Hotel. Reporting to the Director of Sales is the Sales manager for Diamond Hotels and the property level sales representatives. At Your Hotel, the Leisure market is the responsibility of the General Manager. 

The DOS is responsible for all sales efforts directed at the following market segments: Associations; Corporate; Educational; Government; Group Tour; Sports Teams; and Truckers. The Association, Corporate, and Government markets are the primary responsibility of the DOS. The Group Tour and Sports team markets are the primary responsibility of the Sales Manager. The responsibility for the remaining market segments (Educational and truckers) will be at the discretion of the DOS.

Direct Sales Activities
1.
Prospect for potential new business through direct telephone solicitations & market research, on a continual basis.

2.
Maintain weekly quotas for telephone solicitations, outside sales calls and site inspections.

3.
Establish & maintain a client filing & trace system, documenting all correspondence & meetings with clients.

4.
Participate in weekly sales meetings & planning future sales activities

5.
Conduct ongoing market research by compiling information from local directories, newspapers, trade journals & other publications.

6.
Conduct ongoing competition analysis by surveying local hotel parking lots and lobby boards & by compiling and reporting findings.

7.
Participate in out-of-town direct sales trips as required.

8.
Assist in the achievement of budgeted hotel revenues.

Booking Activities
1.
Negotiate* preferred Corporate guest room rates for volume bookers.

2.
Prepare proposals, as required, for volume guest room, meeting or conference business and follow up all proposals in a timely fashion.

3.
Prepare contracts for group bookings, ensuring that appropriate space is allocated and that clients are instructed on rooming lists, payment requirements and other terms and conditions.

4.
Collect signed contracts & correspond with other departments to ensure the proper delivery of negotiated services.

*Negotiated rates cannot be below the current published rates. All quotes must be approved by the VP Operations.

Marketing and Promotions
1.
Prepare & execute an annual Marketing Plan to increase all market segments.

2.
Promote Diamond Hotel product at trade and consumer shows, as required.

3.
Participate in the execution of special promotional events such as Client Parties, Secretaries’ Lunch & New Year’s Eve Gala.

Public Relations
1.
Participate in community special events on an on-going basis, maintaining the positive public image and top-of-mind awareness of Your Hotel.

2.
Participate as an active member of a local committee, maintaining the positive public image and top-of-mind awareness of Your Hotel.

Sales/Profitability/Cost Controls
1.
Meeting of department outside sales calls per sales plan

2.
Reasonable entertainment of potential and existing customers. Expenditures over $25.00 to be approved by VP operations.

Administration:
1.
Attendance and participation of weekly department head meetings

2.
Timely completion of weekly sales reports. Distribute to VP operations.

3.
Completion and accuracy of all Hotel listings.

4.
Maintenance of Hotel credit policies

5.
Collection of advance deposit and payment when required

6.
Reports of Guest complaints discovered upon follow-up

7.
Relationship with and reporting of regional sales activity

8.
Development and maintenance of Hotel control policies

9.
Placement of employment ads & control incoming applications. Final interview to take place with VP Operations in attendance.

10.
Participation in Duty Manager Shifts as required.

Product Quality:
1.
Participation towards quality of Hotel maintenance, cleanliness and services

2.
Participation towards achieving Hotel Chain top service awards (Days Inn, 5 Sunburst; Radisson).

3.
Overall maintenance of operations at a level in keeping with the standards prescribed.

4.
Report any deficiencies in equipment and facilities.

Service:
1.
Attitude and appearance

2.
Number of customer complaints

3.
Proper handling of telephone

4.
Teamwork-Relations with Co-workers and management

5.
Rapport building and public relations with clients

6.
Quality and consistency of Sales services

7.
Familiarity with Hotel Chain Services

Personnel Management
1.
Effective communication skills

2.
Staff training and development

3.
Personnel selection

4.
Proper hiring procedures followed

5.
Personnel turnover

6.
Personal development and growth

7.
Discipline of personnel when required

8.
Number of Workmen's Compensation claims.
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