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FLSA Status: Exempt
Reports To: General Manager and Exceptional Hospitality

Job Summary: To achieve hotel revenue, profit and customer satisfaction goals by developing and implementing strategies to increase product awareness and hotel sales.

To perform this job successfully, the individual must be able to perform each essential duty and responsibility in a safe and satisfactory manner, and the individual must be punctual and have a good attendance record, and have reliable means of transportation to work. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Work Environment:
Front Desk, Back Office Areas, Guest Rooms, Laundry Room, Pool Pump Room, Maintenance Room and all Public Areas.
Job involves working:
· under variable temperature conditions (or extreme heat or cold).
· under variable noise levels.
· outdoors/indoors.
· around fumes and/or odor hazards.
· around dust and/or mite hazards.
· around chemicals
· bio-hazard

Essential Job Functions:
1. Manage the local Sales Effort.
2. Require outside sales calls with use of personal vehicle.
3. Conduct outside sales calls and prospecting. Achieve a minimum of five sales activities per week. Many properties may find it necessary to complete more calls in order to remain competitive in their market.
4. Participate in local associations, chamber of commerce events, Convention and Visitors Bureaus, and state tourism committees. Is an active member of the community and attends local programs and community events. 
5. Utilize the CI&S Local Sales Resource Guide to implement and maintain a strong local sales effort.
6. Facilitate travel agent consortia program, Request for Proposals (RFP) for corporate accounts. Return requests by set deadlines to avoid non-participation. Assure that others at the hotel level can facilitate these programs in their absence.
7. Actively participate in hotel's yield management to maximize Revenue per Available Room (RevPAR).
8. Use marketing tools and programs to effectively sell the hotel.
9. Understand and utilize programs available to increase revenue and exposure through the brand website.
10. Create and/or support an effective Sales & Marketing Plan for the Hotel.
11. Stay competitive in the market by keeping up to date on area hotel rates, programs, corporate business and occupancies
12. Manage the "inside" sales effort.
13. "Work" the breakfast room to stay in contact with current guests and forge relationships with current guests. Build relationships and cultivate additional business from existing accounts. 
14. Maintain an effective file management and trace system for hotel sales.
15. Assure all group database forms are complete and accurately sell the hotel to all targeted group market segments (Social, Military, Education, Religious, Fraternal (“SMERF”), motor coach, sporting teams, weddings, etc.). 
16. Assure group database is kept current by working through hotel's designated group sales representative.
17. Develop packages and promotions to build new business.
18. Maintain on-going relationships with top booking travel agents.
19. Participate in the regional marketing cooperatives (co-ops) and carry out plans as needed.
20. Participate in the training of front desk staff to ensure a consistent and thorough selling approach throughout the hotel.
21. Solicit group business that will enable the resort to meet and/or exceed revenue goals in room and food and beverage.
22. Prospect new customers and building relationships with new and existing customers
23. Contract negotiation, analyzing, presenting, and responding to RFP's daily.
24. Participate in daily business review meetings, pre-event meetings, trainings, and other sales related meetings.
25. Work with other departments within the hotel to provide quality service to customers.
26. Develop and maintain knowledge of market trends, and competition.
27. Create individual account development plans, detailing objectives, timescales and sales methods to support the defined account strategies.
28. Notify/coordinate customer specifications with other departments and quickly, efficiently respond to customer issues, comments and problems to ensure a quality experience and enhance future sales prospects. 
29. Have knowledge and demonstrate familiarity with all safety rules and policies and all requirements of the Occupational Safety and Health Act (“OSHA”).
30. Maintain a clean and neat appearance at all times. A complete uniform (or business dress for non-uniformed associates) must be worn at all times in public areas, including name tag.


Qualification Standards
Essential:
1. Ability to be friendly and cheerful; interact easily with strangers.
2. Ability to cooperate with and support others.
3. Ability to observe, react quickly and adjust to different guest situations.
4. Ability to cope with stress, showing self-control during excitement.
5. Ability to remain calm and tactful when faced with challenging guests.
6. Ability to stand on feet for length of shift.
7. Ability to accept directions and priorities from supervisor.
8. Ability to perform job duties with minimal disruption to guests.
9. Ability to maintain order, organization and attention to detail.
10. Ability to work safely with cleaning chemicals and cleaning equipment, including vacuum cleaners, brooms, mops, etc.
11. Grooming must meet property standards.

Desirable:
1. Some college or training in Hospitality Industry.
2. Previous experience as Director of Sales.
3. Fluency in a foreign language, preferably.
4. Ability to suggestively sell.
5. Certification in CPR.
6. Previous guest relations training.

Education: 
1. High school graduate or equivalent. 
2. Must be able to speak, read, write, or otherwise communicate, and understand English used in the workplace. 
3. Must be able to speak, or otherwise communicate, and understand the primary language(s) used by guests who visit the workplace.

Physical:
The physical demands described here are representative of those that must be met to successfully perform the essential functions of this job. While performing the duties of this job, the employee is regularly required to stand; walk; use hands to finger, handle, or feel; reach with hands and arms; stoop, kneel, crouch, or crawl; and talk or hear. In addition, the employee must: 

1. Have the ability to move up to 50 pounds.
2. Endure various movements throughout the work areas
3. Reach up to 10 feet, with or without the use of an aide.
4. Must be able to work with arms raised above head throughout a shift.
5. Remain in stationary position throughout work shift
6. Must be able to work mornings, nights, weekends and holidays as dictated by hotel business levels.
7. Long hours sometimes required

Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.







Requirements are representative of minimum levels of knowledge, skills, and/or abilities. To perform this job successfully, the incumbent will possess the abilities or aptitudes to perform each duty proficiently. Some requirements may exclude individuals who pose a direct threat or significant risk to the health and safety of themselves, other employees, or guests.

A review of this description has excluded the marginal functions of the position that are incidental to the performance of fundamental job duties. All duties and requirements are essential job functions.

This job description in no way states or implies that these are the only duties to be performed by the employee occupying this position. Employees will be required to perform any other job-related duties assigned by their supervisor.  Nothing in this job description restricts management’s right to assign or reassign duties and responsibilities to this job at any time.

This document does not create an employment contract, implied or otherwise, other than an "at will" employment relationship.

**This Hotel is dedicated to complying with the requirements set forth by OSHA and ADA in its employment practices as required under federal law. **



EMPLOYEE ACKNOWLEDGMENT

I have received this Job Description and I acknowledge that it is my responsibility to read it in order to become familiar with the Company policies and guidelines. 
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______________________________
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