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Director of Sales/Sales Manager


Job Description

Position:	Director of Sales/Sales Manager
Department:	Sales and Marketing
Reports to:	General Manager
Dotted line to:	LHMUK Sales Director


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

· Maximize revenue and profit through effective diary management, commercial pricing & setting of selling strategies 
· Monitor, record and report on competitor pricing, facilities and activities
· Ensure an effective activity chase process is implemented in the department as per company standards
· Ensure the pro-active follow-up of all business, referrals and potential sales leads
· Attend, host and co-ordinate client entertaining events as required
· Foster good working relationships through networking with the wider LHMUK Sales Teams
· Ensure the company ways of working and best practice standards are implemented throughout the department to the highest of standards
· Ensure the accurate entry of data in all systems and business tools
· Ensure all definite business is contracted in line with company terms and conditions
· Manage definite business to establish sufficient payment/credit facilities in line with the company credit policy
· Assist the C&E Sales Manager with recruiting and training the C&E Sales team to ensure they have the required skills and knowledge to deliver their role to the highest of standards
· Support the C&E Sales Manager to ensure the C&E Sales team is working in synergy with all Operations and Sales/Commercial Teams both at hotel level and area level
· Accurately communicate all meetings and events booking details throughout the hotel
· Attend and contribute to weekly and monthly hotel & area meetings/reviews as required
· Attend all monthly calls, meetings, training & workshops as required
· Ensure a timely response to all RFP’s and hotel specific data requests
· Action all reporting deadlines/submission dates

FINANCIAL RETURNS
· Achieve budgeted revenues and personal/team sales goals and maximise profitability. 
· Participate in the preparation of the annual departmental operating budget, the hotel marketing plan and business plan, and financial plans. 
· Create and implement sales plans that drive measurable incremental occupancy, increase average rates, increase volume, food and beverage and banquet sales. 
· Produce monthly reports and sales forecasts to analyse current/potential market and sales trends, coordinate activities to increase revenue and market share and monitor performance to ensure actual sales meet or exceed established revenue plan. 

PEOPLE

· Manage day-to-day sales activities, plan and assign work, and establish performance and development goals for team members. 
· Provide mentoring, coaching and regular feedback to help manage conflict, improve team member performance, and recognise good performance.
·  Educate and train sales team that is responsible for developing new accounts, maintaining existing accounts, and implementing sales strategies. 
· Ensure staff is properly trained and has the tools and equipment to carry out job duties. 
· Work with other department managers to ensure proper staffing levels based on guest volume. 

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.
· Provide guests with information (example: loyalty programmes, area attractions, restaurants, facility information) to enhance guest experience. 
· Develop and maintain relationships with key clients and outside contacts in order to produce group and/or convention business, to include room sales, food & beverage sales, and catering/banquet services. 
· Schedule conventions and/or business group activities at the hotel and coordinate with other hotel-level departments to facilitate services agreed upon by the sales office and prospective clients. 

RESPONSIBLE BUSINESS

· Identify operational problems that reduce the effectiveness of marketing activities and overall hotel sales performance and work with appropriate department on solutions. 
· Develop awareness and reputation of the hotel and the brand in the local community. 
· Demonstrate a comprehensive understanding and awareness of all policies and procedures relating to Health, Hygiene and Fire Life Safety.
· Familiarise yourself with emergency and evacuation procedures.
· Ensure all safety incidents, accidents and near misses are always logged in a timely manner and brought to the attention of your line manager.
· Perform other duties as assigned. May also serve as manager on duty.
· Pro-actively pursue all practices in-line with company environmental and energy saving initiatives 
· Have the desire and ability to improve your knowledge and abilities through on-going training.

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

Key Requirements

(1) Confident and Highly Competent Sales Manager
(2) Management and developing of existing Sales account for the hotel and LHMUK
(3) Excellent level of numeracy and literacy skills
(4) Excellent working knowledge of sales techniques
(5) [bookmark: _GoBack]Ability to network effectively
(6) Strong Organisation and Planning skills and the ability to prioritise appropriately
(7) Ability to produce and analyse reports to drive the performance of the department
(8) Excellent oral and written Communication skills
(9) Problem solving skills and attention to detail
(10) Commercial acumen and industry knowledge desirable
(11) Ambassador of the brand
(12) Strong IT skills (MS Office, Financial Systems)
(13) Ability to work under pressure
(14) Open to new ideas
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