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Job Description

Position:
Account Executive
Reports to: 
Corporate Sales Manager (Conference & Events Team)
Purpose of the Role

The primary focus of the role is to handle all reactive business and incoming enquiries generally up to £50k in value and to develop existing accounts, by identifying and closing profitable business for the facilities and services at ExCeL London.
Responsibilities

1. Enquiry Handling & Reactive Sales

The role will be required to manage a high level of incoming enquiries from a variety of clients. The role will also entail proactively selling Meeting Rooms/Training Rooms to existing and prospective clients.

The individual is responsible for handling enquiries professionally and efficiently, referring qualified leads to the relevant internal Account Manager where appropriate. The role will be responsible for handling sales enquiries up to point of confirmation, and will therefore require confidence in telephone handling, site visits, negotiation and closing skills. Despite being predominantly focused on reactive sales the individual will have an annual individual sales target to achieve.

2. Account Management

Effectively manage and develop existing clients to ensure high levels of repeat business and account growth. Achieve high levels of customer satisfaction and service and effectively and professionally manage client relationships from initial enquiry to post event.

3. Business Development

As the role develops the individual will be responsible for generating new business opportunities, through their own initiative and various marketing activities, with the support and direction of the Corporate Sales Manager, however the reactive element of this role will remain a higher proportion of activity. Develop a network of client and industry contacts that enhances opportunities for new and repeat business.

4. External Communication

To present ExCeL London and relevant Service Partners in a professional and coherent manner, through PowerPoint presentations, site tours and familiarisation visits. Ensure the use of the Company’s marketing guidelines to effectively communicate the ExCeL London brand.

5. Company Ambassador

To attend networking events and industry related conferences as required by the Corporate Sales Manager. Project a professional attitude and be knowledgeable about the ExCeL London product. Develop strong relations with clients through face-to-face activity and telephone sales. 

6. Sales Administration

This role requires strong working relationships with all departments to disseminate key & relevant business information. Work closely with Sales Support to ensure business protocols are adhered to. Be fully responsible for the maintenance and accuracy of data within the company database. 

Produce customer specific proposals and send relevant sales and marketing materials to aid the sales process.

Provide accurate and timely management information as required.


Core Competencies

Problem analysis and decision making - innovative and creative in identifying practical solutions benefiting both clients and the business

Results focused and profit delivery - clear minded in the pursuit of objectives, working systematically towards achievement, sees calculated risks as opportunities, sees problems as a challenge to overcome. Achieves/ exceeds targets by focusing on key deliverables, ensuring the plans are followed through
Negotiation skills - uses listening skills effectively, gathers information and perspectives, uses strong influencing skills to persuade others and achieves win win outcomes. Able to sell the ExCeL London product and ancillary services
Communications & presentation skills - excellent verbal and written communication skills and ability to glean information on the phone, confident in presenting and communicating with commercial stakeholders (demonstration business acumen and financial awareness)

Market and Customer Focus - understands the needs of the customer to deliver a high quality service and encourages others to proactively increase customer satisfaction, able to reconcile the interest both the customer and the business, demonstrates commercial awareness, understanding the impact of sales decisions across the business
Skills and Knowledge:

Knowledge of the business and its competitors

Ability to manage client expectations

Understanding the basic principles of the sales cycle/ process

High command of lead qualification techniques and processes

Proficient user of the full Microsoft Office suite, experience using databases to manage accounts

Numerate

Experience:

Previous experience working within a sales role is essential.

Knowledge and experience of designing, developing and selling conference solutions within the Events Industry.
In addition to the above you are required to undertake such duties as may reasonably be required of this role. ExCeL London may update this Job Description from time to time in order to reflect changes in business requirements. This procedure will be undertaken through discussions between the job holder and their manager.
