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We are searching for a motivated, enthusiastic, organized and service-oriented person to support our sales and catering team for the Wild Palms Hotel and Hotel Avante.   This is a key support role in our Sales department that will provide excellent exposure to the entire sales process and give a terrific foundation for a career in hospitality sales and catering.  The ideal candidate will have a smile in their voice, excellent written communication skills and is extremely organized to keep up with the pace of a busy sales department. 
PROPERTY OVERVIEWS
The Wild Palms Hotel® in Sunnyvale, California features a vibrant Mediterranean ambience, with two spectacular courtyards and guestrooms decorated in colorful bungalow styling. The hotel's island atmosphere is highlighted by lush tropical landscaping, exquisite mosaics, dramatic murals, and handcrafted furnishings. Surrounding the pool and hot tub, our office cabanas and Soleil Lounge create the ideal environment for work and play.  The casual, resort-like atmosphere of the Wild Palms is popular with both business and leisure travelers who are looking for a little affordable luxury. The sexy bungalow style rooms with oversized desks allow you to experience the best of the best.  A perfect place for groups to gather around the pool or in the bar to enjoy the festive and vibrant Wild Palms experience.
Hotel Avante, a Joie de Vivre Boutique Hotel, keeps you engaged with the in-room Executive Toy Box, Hi-Fi music listening lounge, and furniture on wheels that invites rearranging.  Our 91 guestrooms and suites are designed for equal parts comfort and creative inspiration.  In addition to complimentary Wi-Fi offered throughout the hotel, complimentary shuttle service to companies within a 10-mile radius of the hotel, and complimentary hot breakfast, the hotel also offers customer service that you can only find at a Joie de Vivre Hotel.  Hotel Avante is located in Mountain View, California in the heart of Silicon Valley. 
COMPANY OVERVIEW
We are an international hotel management company with a leading portfolio of transformative, boldly innovative boutique hotel and resort brands. We create the kind of distinct experiences that can transform your day, your trip, or even your life.  Currently, in the midst of ambitious national expansion, Commune plans to add 20 more properties by 2015 through management agreements, joint ventures and acquisitions.

Take a look at what we’ve created so far:
·         Joie de Vivre—our hip collection of hotels that focus on the quirky and the local.
·         Thompson Hotels—urban and sophisticated properties that appeal to the modern nomad.
·         Tommie—a design-centric, value-conscious line of hotels in gateway cities internationally.

At Commune, we are passionate about our culture and proud to hire high performing individuals that are aligned with our purpose – Creating Transformative Experiences that Inspire the Human Spirit.  

WHO WILL LOVE THIS POSITION?
· You are a person who is looking to build a career in sales and events and are willing to make a commitment to become fully integrated into the sales department
· You have an eye for detail and passion for service
· You are confident and capable of thinking on your feet and managing competing demands
· You have an innate ability to anticipate needs and display our company spirit of “can do” attitude
POSITION PROFILE
The Sales Coordinator is responsible for executing and supporting all aspects of sales and event coordination for the Wild Palms and Hotel Avante.  You will assist the Director of Sales and Sales Manager in maintaining existing business clientele relationships, ensuring maximum profitability for the hotel and ensure quality service for all prospects and existing clients. 
 REQUIREMENTS
· Prior hotel experience in an administrative role or other customer facing position
· Friendly, outgoing personality and outstanding customer service skills
· Ability to maintain professionalism and composure in high stress and deadline driven environments
· Ability to communicate effectively, both verbal and written communication, with guests and coworkers
· Must be fully proficient in MS Office programs and Outlook
· Must be able to work well both independently and in a team setting
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