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[bookmark: _Hlk157066398]Job description
Structure information

Job title: Sales & Events Officer
Reports to job title: Business & Sales Manager
Directorate: City Services 
Division: Tourism & Venues
Section: Brighton Centre
Job identification number (JIN):	4730
Job purpose
Working closely with the Business & Sales Manager to successfully deliver a sales strategy that drives events business into the Brighton Centre ‘Wing’ and small event spaces and maximise their selling potential by careful diary management. 

Working closely with the Events Operations Team to create function sheets that set out the operational requirements of the event and communicate this effectively on a daily basis to successfully deliver small events. 

Principal accountabilities

1. [bookmark: _Hlk153796006]Responsible for the management of the customer journey from sales to delivery, monitoring the client relationship, facilitating efficient communication with the use of the venues CRM tools and delivery from all internal stakeholders, including catering, administration, finance, operations, ticketing, compliance, and technical teams. 

2. To proactively sell the Wing and small meeting spaces by attending business appropriate tradeshows or networking events for prospective event clients

3. To secure, negotiate and contract new and repeat business by securing preferred client rates for repeat business.

4. To administer booking contracts and work closely with the venues finance admin team to ensure that invoices are raised, and payments made in a timely manner and to ensure all daily agreed re-charges are signed for and invoiced post-event. 

5. To ensure effective post-event communication with clients to promote customer feedback and repeat bookings. 

6. To maintain, monitor and develop the venue diary and database management system to maximise the success of sales activities, ensuring GDPR compliance.

7. Working closely with senior management to prepare and compile regular reports on sales activity, appraise trends and impact forecasting of small events to make recommendations and inform sales decisions to the Business & Sales Manager. 
Health and safety accountabilities
To co-operate in the implementation of the council Health and Safety policy and supporting standards, in particular, as set out in section 1 of the Health and Safety Policy and Management Standard.
Diversity and inclusion accountabilities
Understand the council’s diversity and inclusion aims and strategies.
Take an active role in ensuring that equality, diversity, and inclusive outcomes are embedded in your work activities, communications and interactions with staff and customers.
Challenge or report incidents where inclusion and equality in practice has not been followed, including reporting discrimination, harassment and bullying to your manager or other senior colleague in your service. 
Note regarding duties
The list of duties in the job description are not exclusive or exhaustive. There will be other duties and requirements associated with your job and, in addition, as a term of your employment you may be required to undertake various other duties. The council reserves the right to update your job description, from time to time, to reflect changes in, or to, your job. Proposed changes would be subject to consultation.


Person specification
Structure information

Job title: Sales & Events Officer
Reports to job title: Business & Sales Manager
Directorate: City Services
Division: Tourism & Venues
Section: The Brighton Centre
Job identification number (JIN):	4730
Essential criteria
[bookmark: _Hlk151986017]Job-related education, qualifications, and knowledge
· Educated to NVQ level 3 or equivalent experience  
· Good knowledge of local business tourism
· Good working knowledge of the events industry 
· Knowledge of the local events industry 
· Understanding of the Equality Act and Health & Safety legislation in an event’s and/or hospitality setting
· A commitment to keep up with trends and developments in the MICE market which includes attending relevant external industry training


Experience
· Good experience of events and/or sales in an operational role
· Experience of sales in a hospitality or events environment

Skills and abilities
· Ability to collaborate, work effectively with and successfully negotiate with internal and external key stakeholders at all levels, building and maintaining strong, positive and professional working relationships
· Excellent communication and interpersonal skills, both verbal and written, with a commitment to high level of customer care
· Ability to deliver a customer focused service and respond to customers’ needs efficiently
· Ability to work on own initiative and set own priorities and goals, to work flexibly in a team and to adjust to changing priorities
· Excellent organisational and time management skills and ability to cope well with deadlines and pressure
· Ability to deal appropriately with confidential and financial information
· IT literate with the ability to maintain and develop administrative and database systems
· Excellent numeracy, literacy and administration skills, with high level of accuracy
· Ability to plan, monitor and lead work schedules to ensure customer delivery


Health and safety knowledge
· Commitment to acquiring awareness and knowledge of Health and Safety policy and practice as it applies in their area of work.
· Ability to co-operate and adhere to Health and Safety Policy, practices, and instructions.
Diversity and inclusion
· Demonstrate a genuine commitment to the council’s values in relation to embracing diversity and provide a service based on fairness and inclusion. 
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