Job Description - Sales Coordinator
Reporting to the Director of Sales (In the absence of the DOS, reports to the Sales Manager).

The basic function is to work as a liaison between all group bookings (sports team, wedding guestroom blocks and group tours), FIT bookings, and all departments of the hotel. This list is an outline of the job tasks and is intended to help in the efficient operation of the Sales and Catering Departments.

Your job responsibilities include the following:

Administration:

  1.
Provide administrative support to the Director of Sales and the Sales Manager.

  2.
Ensure efficient communication between sales, catering and all necessary departments.

  3.
Respond to all telephone, facsimile, mail and e-mail on the same business day.

  4.
Maintain an accurate filing system for Sales.

  5.
Maintain an accurate tracking of signed agreements and Terms and Conditions, rooming lists, deposits etc.

  6.
Prepare and send by method of facsimile, mail and e-mail all correspondence pertaining to sports teams, wedding guestrooms, group tour and FITs within 48 hours of confirmation.

  7.
Provide an accurate tracking system of all contracts that need to be signed, signed contracts, contracts requiring deposits and deposits not required, and rooming lists that we have not received and rooming lists that we have received.

  8.
Handles property sites with clients.

  9.
Assists in the preparation of sales promotions and mailings.

10.
Attend all catering, sales and front desk meetings.

11.
Attend all training sessions.

12.
May help Banquet Staff with service if necessary.

13.
Handle client/guest complaints and problems.

14.
Competitive analysis every six months by calling competition & gathering data such as Room Rental prices, Banquet Kits etc.

15.
Ensure proper business attire.

16.
Telemarketing to previous clients to enquire about future bookings.

17.
All other duties assigned by the Director of Sales.

18.
Ensure that all hotel rules and policies are followed.

19.
Assist in the implementation of the Marketing Plan.

20.
Assist the Sales Coordinator when needed.

21.
Visit current clients...appreciation.

Booking Activities

  1.
Handle all telephone catering enquiries and ensure timely follow-up.

  2.
Secure all sports team, wedding guestrooms and group tour blocks, new and repeat as required.  Any larger, more detailed requests requiring proposals, negotiations or contracts, are to be passed on to the appropriate department.

  3.
Keeps an accurate and detailed listing of all group tour bookings, strictly monitoring allowable bookings.

  4.
Complete accurate change forms and distribute to the above mentioned.

  5.
Assist the Director of Sales in booking functions, gathering details of functions (rooming lists, meeting details etc.).

  6.
Setting up reservations for catering bookings and associated guest room bookings in the Property Management System.

  7.
Assist the Catering Co-ordinator when needed.
Dress Code
1.
Dressed in appropriate neat, clean and pressed business attire.

2.
Professional image.

3.
Jewellery kept to an absolute minimum.

Service
1.
All clients are to receive the finest quality of service.

2.
Customer service should be of high quality and very personable.

3.
All client and guest complaints and problems shall be handled in a calm, professional manner.
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