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Job Description:

Reception/ Conference Sales Coordinator

 

Responsible to: 

Conference Manager
Job Purpose

To be the customer face of the stadium both face to face and on the telephone

To co-ordinate and maximise conference and revenue and profit through proactive selling and commercial management techniques. To adhere to, revenue management disciplines and Firoka Operational standards.
Key Accountabilities
· Ensure all post is sorted and distributed to the correct departments

· To ensure all conferences are directed to and shown there meeting rooms

· Ensure all conference organizers receive a welcome pack, it is the receptionists responsibility to ensure there are produced the evening before

· All literature is updated on the front desk daily

· Ensure all post is sorted and distributed to the correct departments

· Ordering  of stationary on a monthly basis and ensure this is kept tidy in the store
· Producing football menu’s

· Producing signage for the conferences 

· Answer all incoming calls within three rings stating Good Morning /  Good Afternoon / Good Evening – The Quadrangle Conference Centre – How may I help you

· The Health and Safety board is completed daily and managers are updated 

· Ensure all visitors to the premises are signed in and out of the visitors book

· Maintain a pleasant and tidy reception area in order to maintain a good impression of the venue with leaflets and brochures being refilled and tidied
· Quarterly ring round to local competitors to ascertain packages and prices

· Ensure the reception desk is manned at all times

· Get all contractors to sign and out of the stadium

· Ensure all enquires are dealt with promptly in a friendly manner an in line with company operating procedures
· To maintain up to date and accurate information / data in new or existing systems

· To accurately record turn down/regretted/cancelled/business by reason in order to assist in setting future selling strategies for the department

· Produce quotes, pro-formas, contracts and function sheets 
· Sending out promotional literature as required
Company Policies & Procedures

· To adhere to Group, Stadium and Departmental Service Standards.

· To ensure that the company dress code is adhered to at all times

· Show willingness to take on additional responsibilities when necessary
· To take part in any training and development activities as recommended.

· To assist with induction and training of new team members and other new members of staff as appropriate.

· To adhere to Company image standards and ensure team fully comply with these.

· To be fully conversant with and adhere to Stadium Fire Procedures, Health & Safety Policy and all other legal requirements.

· To take on any other reasonable duties or carry out requests necessary to ensure we deliver the highest standard of service in the Stadium

· To ensure total confidentiality is observed in the execution of your duties.


I confirm that I have read and agreed this job description
Signed: ……………………………………………………………….. (Job Holder)
Print Name: …………………………………………………………..

Date: ………………………………………………………………….

Signed: ………………………………………………………………. (Line Manager)

Print Name: …………………………………………………………..

Date: ………………………………………………………………….
