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VALLEY FORGE

TOURISM & CONVENTION BOARD





Job Title:

Destination Sales Specialist
Department:
Convention Sales – Sports – Weddings - International Tourism
Reports To:
Vice President of Sales
FLSA Status:
Non-Exempt

SUMMARY:  This position is sales support and client relations management to the Sales Team for the Valley Forge Tourism & Convention Board (VFTCB); related to Sports, International Tourism, Weddings and Convention Sales. 

Primarily responsible for tradeshow management, sales blitz/mission support coordination, prospective client & facility research, sales client events management & lead system coordination assistance; along with the opportunity of gaining sales experience with sales clients
Top priorities of this role are the following responsibilities:

· Client Sales Relations – Sales Appointment Setting, Prospecting and Email Outreach

· Hotel Group Management - Hotel Rooming List & Overflow Hotel Coordination

· CVENT Lead Management for Group Bookings, Hotel Outreach & RFP Follow up

· Logistical Management of All Trade Shows, Hotel Packages and other Sales Activities

· Data Analytics via the CRM System for historical and comparative report

Additionally, this position acts as the sales-services liaison to maintain efficient and productive interdepartmental communications; along with sales/hotel/client partnership communications. 
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. PLEASE Note: Other duties may be assigned to adapt to the needs of the organization and market conditions.

· Contributes to the success of the Board’s strategic plan and adheres to its core ideology

· Support Sales, Services & Member Events; misc. projects for sales & membership teams 

· Assists Sales & Services with tradeshow preparations, client events, missions & follow-up

· Assist with Promo items for Sales, Membership, Kiosk, and Re-orders

· Answers incoming phone calls, determine purpose of call/forwards calls to personnel 

· Assist with managing sales kits & welcome gifts; create New Hire Welcome binders

· Mail Room/ UPS assistance / clean up (as needed), Material Mailing, 

· Organizes and maintains file system, and files correspondence and other records

· Welcome Bags Assistance; VFTCB mass mailings and Visitor Guide fulfillment

· Compiles monthly inquiry report through CRM & Collect College Hot Dates for year list

· Contact Member Hotels for changes in staff & updates our CRM System

· Assist with creating and maintaining PowerPoint Presentations 

· Manage association membership for the sales team 

· Check Expo Calendar & Research others; Manage RSVPs for VFTCB 

· Seasonal Hotel Package coordination & follow up along with bag distribution

· Purchase Order & Check Request processing & maintenance

· Event funding agreements maintenance & Cvent Lead coordination 
· Research sports tournament opportunities, sports facilities, events from online sources

· Tradeshow support management & coordination (Assisting the team with Attendee Show Registration, Coordination of Show Apt Binders, Ordering & Shipping of Booth Materials, CRM Tags & Pre-Post Show Reports/Follow up)
· Interaction with the sales team to ensure market coverage including trade show follow-up, and contacting prospects uncovered from events and blitz/missions

· Plan, Coordinate, Attend & Support select in-market Sporting Events with guidance from   Director of Sports; which may involve weekend and evenings as needed

· Coordination of all lead generation systems such as Reader board, Mint, LinkedIn, Cvent 
· Responsible for managing CRM (customer relationship management) software.

· Developing ground work for new/emerging markets by researching Destinations International database, subscribing to related publications and web listings
· Updating Empowermint & Mint

· Assist with the coordination of site inspections and Familiarization Tours for clients 

· Sports Advisory Board & Tourism Advisory Board support and coordination
· Research and maintain inventory of area sports event and meeting venues and facilities

· Assist with building relationships with sports facilities and hotels to secure event space

· Assist and maintain Event Funding Documentation and signed agreements
· Research and occasionally participate in trade shows, events and community activities.

· Participate in team brainstorming, problem solving and action plans. 

· Conducts pre/post-event meetings to review/communicate group needs and feedback. 

· Performs other duties as assigned to meet business needs. 

Competencies and Skills:

· Excellent communication, management and sales skills

· Strong problem-solving, organization, analytical and negotiation skills

· Strong presentation and communication skills (verbal, listening, writing)

· Ability to influence others, effective decision-making skills, creative and detail-oriented

· Able and willing to travel; both regional driving and air travel required

· Position requires occasional weekend, evening hours & potential-minimal overnight travel

· Computer capability with Microsoft Office Software, Power Point and CRM system skills

· Strong internal (members/ hotel partners/venues) and external customer relation skills 
CANDIDATE REQUIREMENTS:

Bachelor’s degree; Strong selling skills; excellent oral and written communication skills; strong analytical skills; driver’s license, local area knowledge, prior hospitality industry (hotel, catering, attractions, etc.) and/or sales experience is a plus.   

EDUCATION/EXPERIENCE: A college graduate with least 2-3 years of experience in a customer service or sales related position or equivalent combination of education and experience.

QUALIFICATIONS: To perform this job successfully candidate should demonstrate a high level of energy, discretion, flexibility and good judgment. Must possess strong written and oral communications skills, as well as excellent organizational skills.  

LANGUAGE SKILLS Ability to read, analyze, and interpret general business periodicals, industry and trade journals, or governmental regulations.  Ability to write reports, business correspondence, and procedure manuals.  Ability to effectively present information and respond to questions from groups of managers, clients, customers, and the general public.

MATHEMATICAL SKILLS Ability to calculate figures and amounts such as discounts, interest, commissions, proportions, percentages, area, circumference, and volume.  Ability to apply concepts of basic algebra and geometry.

COMPUTER CAPABILITY: Knowledge of database management, Microsoft Office Suite, Power Point, mass mailing and e-mailing, mail merge of word processing and Internet research.

REASONING ABILITY:  Ability to solve practical problems and deal with a variety of concrete variables in situations where only limited standardization exists. Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule form.  Lead by example.

WORK ENVIRONMENT and PHYSICAL DEMANDS: Must be able to meet the typical physical and emotional demands of a standard office environment.  This may include occasional lifting of boxes weighing up to 40 lb. The position does require some weekday and weekend travel.
