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C&E Sales Supervisor

Job Description

Position:	C&E Sales Supervisor
Department:	Sales and Marketing
Reports to:	C&E Sales Manager

Lapithus Hotels Management UK Limited (LHM) was formed in 2015 to focus on managing the operation of mid and upscale hotels, under global brands, Crowne Plaza and Holiday Inn. Our portfolio of 21 hotels are in excellent locations throughout the UK. Our dedicated team of hospitality professionals have a wealth of experience working with a variety of international hotel brands.

KEY RESPONSiBILITIES

· Actively work as a member of the Meeting & Events Sales team, contributing to maximizing all Meetings & Events Revenue opportunities 
· Convert Meetings & Event enquiries and leads into confirmed bookings, including but not exclusively for:
· Business meetings, residential conferences, exhibitions, dinner/dinner dances, weddings, family events and celebrations, Christmas parties, themed party nights.
· Promote and sell the hotel (and other Hotels in LHMUK portfolio) via the phone, in person or in writing
· Develop and maintain excellent product knowledge  
· Demonstrate excellent re-active and pro-active sales skills throughout all customer interactions and correspondence  
· Develop future and repeat business with both new and existing customer
· Identify and communicate Sales Lead opportunities 
· Conduct hotel site inspections/showrounds to fulfil customers expectations
· Support with client entertaining, event hosting/welcoming and hotel networking events as required
· Provide consistent and effective communications with the hotel/s operational teams
· Record and process, using C&E computer systems, all bookings, cancellations and amendments promptly and in line with company standards
· Prepare accurate BEO’s/Function sheets, ensuring all customer requirements and expectations are clearly communicated to the operational teams for service delivery
· Meet and Greet customers as required
· Complete post event follow-ups, share, communicate and act upon relevant customer feedback
· Comply with the companies ways of working and best practice standards
· Accurately enter data into all systems and business tools
· Organise and priorities work load in order to ensure guaranteed response times and deadlines are met
· Meet the minimum company and industry standards for all Test Calls/Emails/RFP’s
· Prepare reports to support the C&E Sales Managers using both computerised C&E system and other computer software such as Word and Excel
· Assist/represent the C&E Sales Manager on additional project, champion groups and departmental tasks are required

FINANCIAL RETURNS

· Sell our products and services using up-selling and suggestive selling techniques

PEOPLE

· Maintain a level of broader knowledge which enables you to handle minor problems in all fields of the department.
· Comply with hotel rules and regulations and provisions contained in the employment handbook.
· Comply with company grooming and uniform standards.
· Comply with timekeeping and attendance policies.
· Actively participate in training and development programs and maximise opportunities for self development.	
· Comply with the company corporate code of conduct at all times.
· Familiarise yourself with our core values which link to the desired behaviours that we expect all our employees to display.
· Perform other tasks at the level of the role as directed by your line manager in pursuit of the achievement of business goals.
· Desire and ability to improve your knowledge and abilities through on-going training.
· Ability to work as part of a diverse team with colleagues from different viewpoints, cultures and countries. 

GUEST EXPERIENCE

Demonstrate service attributes in accordance with industry expectations and company standards to include:-
Being attentive to guests
Accurately and promptly fulfilling guest requests
Understand and anticipate guest needs
Maintain a high level of knowledge which will enhance the guest experience 
Demonstrate a service attitude that exceeds expectations
Take appropriate action to resolve guest complaints
· Appreciate the dynamic nature of the hotel industry and extend these service attributes to all internal customers.
· Be able to promote the health club/hotel (and IHG generally) products and services. 
· Maintain a high level of product and service knowledge about all health clubs and IHG hotels in your region.

RESPONSIBLE BUSINESS

· Demonstrate an understanding and an awareness of all policies and procedures relating to Health, 
· Hygiene and Fire Life Safety.
· Familiarise yourself with emergency and evacuation procedures.
· Ensure all security incidents, accidents and near misses are always logged in a timely manner and brought to the attention of your line manager
· Proactively pursue all practices in line with Company environmental and energy saving initiatives.
· Perform other duties as assigned

Perform other duties as assigned. May also serve as manager on duty.


Key Requirements

(1) Experience of working in a supervisory role
(2) Knowledge of sales techniques
(3) Good level of numeracy and literacy skills
(4) Good Organisation and Planning skills and the ability to prioritise appropriately
(5) Ability to interpret and understand data to drive the performance of the department
(6) Excellent oral and written Communication skills
(7) Problem solving skills and attention to detail
(8) Commercial acumen and industry knowledge desirable
(9) Ambassador of the brand
(10) Strong IT skills (MS Office, Financial Systems)
(11) [bookmark: _GoBack]Ability to work under pressure
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