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INNS OF MONTEREY




	Job Title:      Catering Sales Manager
Reports To: Director Of Sales

	Hotel/Dept.: Casa Munras/Sales  
FLSA Status: Exempt 

	
	


Job Objective: To achieve hotel revenue, profit and customer satisfaction goals by soliciting and securing new and repeat group, banquet and meeting business. To execute the Sales & Marketing catering strategies that will obtain maximum RevPAR for the Inns of Monterey.  Solicit, book, and serve as main contact for groups at all Inns of Monterey (IOM) properties.  Meet or exceed IOM 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.  

Key Areas of Accountability:
1. Solicit new and existing accounts to meet or exceed revenue goals through telemarketing, direct sales calls, site inspections, local networking and written communication.
2. Achieve targeted monthly activity goals in relation to prospecting, site inspections and sales calls.
3. Negotiate and execute client contract and agreements in accordance with hotel policy.

4. Prepare correspondence to customers, internal booking reposts and file maintenance.

5. Produce all banquet event orders and correspondence relating to meetings, banquets and catered events.

6. Maintain client accounts and serve as on-site contact.

7. Review and approve final billing of hotel functions.

8. Participate in pre-event meetings, training and other sales related meetings as required.

9. Greet clients during events and assist in servicing as appropriate.

10. Achieve established sales activity and productivity goals.

11. Work with other departments within the hotel to deliver quality service to customers.

12. Professionally represent the hotel at community/social events and industry meetings.
13. Develop/maintain knowledge of market trends, competition and customers. 
14. Prepares reports as requested by DOS, AGM, DOO or GM. 
15. Maintains accurate sales records, data base and reports to provide history, ensure future and current quality service and enhance future prospects.

Other Duties and 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: High school diploma or equivalent required; two year college degree preferred, and/or two years experience as executive assistant or office supervisor, and/or four years secretarial experience with increasing responsibilities; and significant experience in bookkeeping and financial accounting
*Language Skills: Position requires excellent spoken and written English communication skills including: ability to read, analyze, and interpret legal documents and correspondence; ability to respond to common inquires or complaints from staff, guests, regulatory agencies, or members of the business community; 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;  demonstrate ability to be tactful, competent and maintain confidentiality with regards to company, personnel, and guest matters/affairs.  *Certificates/Licenses:  Valid CA driver’s license.  CPR certification may be required. *Equipment/Computer Expertise: Excellent typing skills with speed of 60 wpm, and ability to operate standard office equipment including: copier, fax,scanner, telephone, calculator, etc.  Must be experienced with and able to efficiently use IBM-type computer and printer to handle word processing, data base management and spreadsheet accounting (Microsoft Word, Excel preferred).  Must possess working knowledge of efficient computer and document filing systems and procedures.

Physical Demands: The physical demands described here are representatives 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 t perform the essential functions.  While performing the duties of this job, the employee is regularly required to sit, talk or hear, and taste or smell.  The employee is regularly 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 employee should be able to move around and work with others in a small, confined area.  The noise level in the work environment is usually moderate.

Performance Evaluation: Evaluation of reliable, accurate and timely performance in areas of key accountability; other duties and responsibilities; financial accountability; 

achievement of IOM/CHG goals; attendance; work quality; completion of assigned tasks, reports, and staff supervisorial duties; maintenance of positive, team-building attitude; and courteous professional guest service.  Performance input obtained from GM, DOO and Executive Committee, as well as completion and accuracy of work.

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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