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INNS OF MONTEREY




	Job Title: Business Travel/Group Sales Manager
Reports To: Director of Sales

	Hotel/Department: Quad/Sales 

FLSA Status: Exempt

	
	


Job Objective: To execute the Sales strategies that will obtain maximum RevPAR for the Inns of Monterey.  Solicit, book, and serve as main contact for locally sourced groups and business travel accounts at all Inns of Monterey (IOM) properties.  Meet or exceed IOM Business Travel and Group budget/revenue goals.  Represent the Inns of Monterey with a balanced focus on mission, guest, employee and owner satisfaction.  Is familiar with and complies with the Inns of Monterey’s mission and Portfolio Hotels & Resorts (PHR) Compass Points standards in performing all key areas of accountability and other essential duties and responsibilities.
Time Commitment:  Due to the cyclical nature of the hospitality industry, managers are required to work varying schedules to reflect the business needs of the hotel.  This will include working on weekends, before 8:00 AM and/or after 6:00 PM.  
Anticipated Territory: The anticipated territory is likely 

· All Business Travel Sales/Accounts

· Best Western Hotels Sales Contact

· Monterey County/South San Jose Business. 
Key Areas of Accountability:


1. Meet or exceed IOM sales department goals for productivity and revenue generation.  

2. Solicit and develop new prospects and clients through telemarketing, e-commerce, direct sales calls and local networking, including participation in County, City or Portfolio Hotels & Resorts blitzes.

3. Write, present, and negotiate sales contract agreements according to established procedures, explaining terms and conditions to clients as needed.  Assist with enforcement of contract terms as required.  
4. Achieve targeted monthly activity goals as follows: make 100 prospecting calls per month, 100 account maintenance calls per month, 5 site inspections per month and 15 outside sales calls per month. Document calls, appointments and site visits appropriately.

5. Achieve a score of 85% or better on all mystery shop evaluation calls.
6. Utilize hotel budgets and forecasts in decision making and rate quotation.

7. Answer all incoming phone sales leads on the first call and respond to client request within 24 hours. 

8. Conduct site inspections and entertain clients as needed.

9. Represent the Inns of Monterey in a professional manner in any and all activities connected to the Inns of Monterey or Portfolio Hotels & Resorts. Facilitate meeting/group needs by ensuring all appropriate details are communicated to appropriate staff and departments.

10. Plan and execute outside sales trips within the local area code.  Complete trip recap reports and expense reports in a timely manner. Be timely with client follow-up on all outside sales activities.  

11. Participate and develop relationships within local and/or appropriate trade organizations (i.e. Silicon Valley Business Travel Association).
12. Develop and maintain communication with extended sales force, including CVB and acting as sales representative for Best Western International.
13. Follow established IOM and PHR Sales Office Standards; be fully trained in all other areas of the sales department.

14. Complete weekly production reports, trip recaps, activity reports and extra effort reports, as requested by DOS.
15. Utilized designated account management software (i.e. Delphi.net) to document all account activities, remain current with activity traces and maintain future activity tracing for all accounts.
16. Contribute to IOM marketing and business plan, group budget, and end of month reports as directed.  

17. Follows the Sales & Marketing plans.  

18. Actively participate in PHR Cross-Sell Program.  

19. Maintain awareness of industry trends and their affect on the IOM.

Additional Responsibilities:

a. Maintain a friendly, positive attitude with clients, guests and employees.

b. Active participation in weekly sales meetings.

c. Participate in IOM and PHR training as requested.

d. Participate in Manager on Duty program; works weekend and holiday shifts as Manager on Duty, as assigned.

e. Maintain a high level of professionalism with a "lead by example" profile.

f. Recommend streamlining suggestions, changes, or possible efficiency improvements in any area of IOM.

g. Respond to corporate, client, and IOM requests on a timely basis.

h. Adhere to all policies, procedures and standards set forth by this department, the Inns of Monterey, and Portfolio Hotels & Resorts.

i. Comply with all safety and security requirements.

j. Upholds and enforces IOM key control standards.

k. Maintain a professional and clean working environment.

l. Report to work as scheduled, in professional attire.

m. Comply with all deadlines.

n. Carries out all reasonable requests of ownership and management not listed above.

Supervisory Responsibilities: No direct routine supervisory responsibilities, however, as manager and Manager on Duty, carries out interim supervisory responsibilities in accordance with IOM policies and applicable laws.  Responsibilities may include interviewing and training staff, planning, assigning and directing work; arranging fill-ins; addressing complaints and resolving problems, etc.

Qualifications:  To perform this job successfully, incumbent must be able to perform each essential duty satisfactorily.  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 duties.

· Education/Experience: Bachelor’s Degree and two years sales experience required, and/or a combination of four years training and experience with increasing responsibilities in sales management capabilities.

· Language Skills: Position requires excellent spoken and written English communications skills including: ability to read, analyze, and interpret sales documents; ability to respond to common inquiries or complaints from staff, guests or members of the business communities; ability to effectively present information to management and staff.

· Mathematical Skills: Ability to work with mathematical concepts such as probability and statistical inference, and to apply concepts such as fractions and percentages to practical situations.

· Reasoning Ability: Must possess ability to define problems, collect data, establish facts, and draw valid conclusions.

· Special Abilities: Must be organized, dependable, able to work well independently, detail-oriented, flexible in scheduling and prioritization, and self-motivated.  Must be able to adjust tasks in accordance with changing deadlines and priorities.  Must be tactful, confident and a good listener when dealing with guests, staff and the business community.

· Certificates/Licenses: CPR may be required. Must have valid driver’s license, good driving record, automobile and associated insurance coverage.
· Equipment/Computer Expertise: Basic typing skills and ability to operate standard office equipment including: copier, fax, telephone, calculator, etc.  Must be experienced with and able to efficiently use a computer and printer for word processing, database management and spreadsheets, Microsoft Windows (Word), Microsoft Office, and Excel. Working knowledge of Delphi software a plus. Must possess working knowledge of efficient filing systems and procedures.

Physical Demands: The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.  While performing the duties of this job, the employee is regularly required to sit, talk or hear, and taste and smell.  The employee is occasionally required to stand; walk; and use hands to finger, handle, or feel.  The employee must occasionally lift and/or move up to 30 pounds.  Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and ability to adjust focus.

Work Environment: Work environment characteristics described here are representative of those an employee encounters while performing essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.  The noise level in the work environment is usually moderate.

Performance Evaluation: Evaluation of performance will be based upon the following criteria:  reliable, accurate and timely performance in areas of key accountability and other duties and responsibilities; achievement of IOM and PHR goals; attendance, work quality; completion of assigned tasks and reports; maintenance of positive team attitude; and courteous, professional relations with management and staff; completion and accuracy of work. Other management and/or department input may be used.
The statements in this job description are intended to describe the essential nature and level of work being performed.  They are not intended to be ALL responsibilities or qualifications of the job.

I have read and agree to comply with the above job descriptions.

_______________________________________________________
__________

Signature
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