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Job Description:

Conference Sales Supervisor

Responsible to: 

Conference Manager

Job Purpose

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

· To Supervise a team of 2 conference co-ordinators

· Manage the availability of rates in “Total Hospitality” the event management operating system

· Assist in the weekly forecast with the Conference Office Manager 

· Ensure all rates are entered into the system

· Create the three month forecast on a weekly basis in the absence of the Conference Office Manager

· Develop /assist with the development of the Stadiums Sales and Marketing Plan

· Ensure that all sales and marketing activities are communicated within the team 

· Support the Sales Manager with reports and pro-active sales strategies

· Manage together with the Sales Manager regular Sales and Marketing and operations meetings with the Operations Manager

· To co-ordinate any meeting organiser or client show rounds to the stadium

· Ensure the enquiry call process supports Firoka operational service delivery standards

· To operate with sales attitude and be aware of sales opportunities within the stadium and the group in order to maximise revenues

· Identify sales leads / relevant information gained from clients and forward to other parties. Eg Sales Manager

· Through consistent use best practice, maintain high quality information / client needs, which are distributed to all other departments

· Ensure all enquires are dealt with promptly in a friendly manner an in line with company operating procedures.

· To adhere to the departmental sales strategy for each level of demand

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

· To follow yielding policies for optimising meeting space and F & B, sales & revenue management.

· To ensure that the tracker is updated daily

· Ensure the information in the system is correctly entered and that the system is used to it’s full potential 

· All Conference organisers to receive welcome pack, the receptionists responsibility to ensure that these are produced the evening before 

· Ensure all business is invoiced daily 

· Ensure all literature being sent from the sales office to the agreed company standard 

· To fully understand annual performance vs the budget vs forecast and the strategies in place.

· To recognise top producers and understand their value to the stadium and the group

· To participate in the weekly/monthly revenue meetings where necessary

· To maintain up to date and accurate information / data in new or existing systems

· To be aware of competitor pricing, understand the dynamics of the local market and the demand generators and the effect this has on profit

· To maximise and deliver sales opportunities in line with the business plan

· To participate in client events in the stadium in conjunction with the business plan

· To implement any conference or promotional offers within the conference/meetings/events market in line with strategy

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

· Show willingness to take on additional responsibilities when necessary

Company Policies & Procedures

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

· 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.

· Ensure new team members receive departmental induction  within their first week and attends company orientation within a month

· 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.
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