IMPERIAL COLLEGE LONDON
JOB DESCRIPTION

ACCOMMODATION SALES MANAGER 
Department:



Conference Office

Division:



Commercial Services


Job Family / Level:


3b
Responsible to:
Head of Commercial Business and Student Support 
Key Working Relationships (internal): Catering, Accommodation, Sport, Academic departments, College staff (as clients)

Key Working Relationships (external): Clients, Agencies, Suppliers, other venues, industry organisations, Chambers of Commerce etc
Purpose of the Post: To plan and implement the strategic selling of the College’s accommodation and other facilities available during the vacation period. Developing the external client base and implementing a cohesive, proactive sales strategy.  To maximise revenue and profit through pro-active selling techniques, diary management and pricing strategy. To write and implement a wide range of new processes aimed at maximising revenue and improving staff efficiency.  To maximize rooms, conference and banquets revenue from existing demand, by ensuring effective use of revenue management tools, ensuring ideal inventory levels, ideal segmentation strategies, accurate channel management and a correct price positioning at all times for all segments and services.

Key Responsibilities:

a)
To pro-actively sell all accommodation and other College facilities available during the vacation period. Develop procedures to maximise Commercial Services revenue by selling the College facilities such as Sport and Catering.  Relate catering services and facilities to potential clients through various channels including telephone, e-mail, fax, literature distribution, direct mail campaigns, client visits, presentations, site visits and promotional functions.
b)
To initiate sales visits to client premises and organise corporate hospitality activities.
c)
To be responsible for creating, maintaining and managing a comprehensive database of all such contacts, developing and implementing proactive sales and follow-up procedures.
d) To investigate and make full use of other lead sources for all sectors, targeting existing and new markets and group travel organisers.
e) Monitoring external market-place access industry trend and influence the Sale and Marketing strategy 
f) To ensure the correct rate and price positioning in each market segment, each service and for each season. Use all tools available to ensure correct pricing information. Ensure an optimal segmentation and selling strategy developed is communicated, and carried out.  
g) To ensure the use of effective restriction methods in periods of high demand as well as the use of effective space-release policies to maximize bedrooms and conference and catering revenue.
h) To represent Imperial’s Summer Accommodation Office at appropriate trade shows and other industry events as agreed by the Head of Commercial Business and Student Support. To carry out pre- and post-telemarketing campaigns and follow-up procedures in conjunction with these events, where appropriate.

i)   To advise and liaise with the Marketing Manager regarding potential advertising and marketing opportunities and be aware of PR opportunities. Work closely with Marketing in developing and implementing a Marketing strategy.
j) To maintain a continuous analysis of the competitor’s rates for each segment.  Keep an up-to-date knowledge of the marketplace / demand generators. Communicate on a regular basis with sales, marketing, reservations, and operations.
k) To be constantly aware of changes to the product (bed stock), updating additional product knowledge to the Reservation team as well as promoting new facilities to potential clients.
l)    Assist the Head of Commercial Business and Student Support with the compilation of the annual Budgets and Planning Round, effectively managing the Sales budgets throughout the year.
m) Work with the Group Coordinator to ensure processes and policies are in place to optimise the group’s experience.

n) Producing and developing Sales strategies based on market place research. Sales strategies used by Commercial Services Senior Management.
Since job descriptions cannot be exhaustive, the post-holder may be required to undertake other duties which are broadly in line with above key responsibilities.
The post-holder is expected to observe and comply with all College policies and regulations, for example Health and Safety, Data Protection etc.

Imperial College is committed to equality of opportunity and of eliminating discrimination. All employees are expected to adhere to the principles set out in the Equal Opportunities in Employment Policy, Promoting Race Equality Policy and Disability Policy and all other relevant guidance/ practice frameworks.

ACCOMMODATION SALES MANAGER
PERSON SPECIFICATION
The ideal candidate will have:

1.
Previous sales management experience, ideally in a hotel/conference venue, of sufficient quality to demonstrate proven success in this area.  
2.  Previous experience in managing budgets, with a proven ability to analyse and interpret data.
3.
The ability to create, present and implement a number of sales-related projects at any one time.

4.
In-depth knowledge of Revenue Management techniques and market place.
5.
An aptitude to generate new ideas, develop them into successful initiatives and see them through to their conclusion.

6.
Degree level education or equivalent, preferably with a sales/marketing related qualification.

7.
Excellent computer skills including sound working experience with Internet, Word, Access and Excel. In depth knowledge and experience of diary based booking systems with database (eg Kinetic Solutions Kx) is required.
8.
Drive, motivation, enthusiasm and dedication to the job in hand.

9.
A proactive self-starter who takes the initiative and who can also prioritise and manage their own time.

10.
Possess sound people-management and delegation skills.
11.
Possess the ability to deliver high standards of quality customer service.

12.
Ability to demonstrate excellent communication skills, both written and verbal.

13.
Experience of presenting and dealing directly with clients and suppliers.

14. Be confident working and liaising with both clients and management at a         senior level.
15. Be flexible and able to work longer hours at business critical times.
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