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JOB DESCRIPTION 
	JOB TITLE:

          Sales & Events Co-ordinator
REPORTING TO:

Sales and Events Team Leader
RESPONSIBLE FOR:     
None
DEPARTMENT:

Events Sales Office


DATE:


December 2023



Job Purpose 
To administer and respond to all conference and event sales enquiries received through the events in-box and from wider enquiry sources, follow up directly on sales lead and utilize the Rendezvous EMS system for producing event proposals, contracts and income generation. Produce the invoices, take deposits and payments and ensure that all charges are properly administered and recorded within the bookings system.

To support the undertaking of marketing activities in compliance with the marketing plan and marketing activities sheet and support any digital and e-marketing activities and on-line venue listings. To provide occasional operational support to the events team as may be required including ‘meet & greet’, oversight of certain events and attendance at evening and weekend functions, industry exhibitions and networking events.

Key Accountabilities & Main Tasks: 
Sales

1. Respond effectively to all enquiries via phone & the events email address ensuring the consistent conversion of business in accordance with departmental targets  

2. Ensure that all enquiries are entered properly on to the EMS and that event quotations are sent promptly and all details are correct for all bookings and maintain effectively the Events Management System (Rendezvous)

3. To use the sales and enquiry module on the EMS system to administer and convert leads and enquiries and produce any necessary sales information
4. Maintain and ensure that the company booking system has all the correct information & up-date and cleanse client records, as necessary

5. Work with conference booking agents and key clients for meeting rooms to ensure maximum exposure and increase revenue. 

6. Conduct sales lead enquiry follow up on ‘click-throughs’ and opens identified in accordance with the sales process

7. To conduct show-rounds as may be necessary

8. To gather information for function sheets and prepare them ready for distribution to all staff and estate partners and other third parties

9. Process all bookings and maintain the function diary, ensuring all details are captured correctly and updated for future marketing activity.

10. To ensure function sheets are completed in good time for the following weeks events.

11. To support the service delivery team in the over-sight and delivery of meetings and events as may be necessary including attending weekly meetings with the service delivery and facilities teams

12. Ensure special requests are correctly noted and communicated appropriately within the department, especially around the provision of special dietary requirements and special needs.

13. To work closely with the service delivery team to ensure a first class service is provided to all customers in accordance with accreditation & quality and  customer service standards

14. To send out and coordinate customer feedback forms and complete the monthly customer feedback consolidation forms 

15. Ensure that correspondence including the new customer form is correctly recorded, and authorized

16. Record agreed costs to ensure correct billing for all client functions. Secure deposits and credit verification as necessary. 

17. Respond to and co-ordinate internal meeting requests

18. Attend regular events sales meetings with the Business Development & Revenue Manager and events team as necessary

19. To support the BDRM in actively producing new qualified leads & make contact to convert into sales & arrange show-rounds with prospective clients

20. To prepare for & represent Friends House at meetings industry functions, exhibitions & networking events

21. To support the team in administering the key prospects list and up-date monthly as directed

22. Follow up on all exhibition and networking leads and populate the relevant folders with  contact details and attendee lists 

Other
· Occasionally assist in administration of social media activity including Facebook, LinkedIn, Twitter and other social medias as directed by the BDRM 

· Support the BDRM in ensuring that on-line partners listings are accurate & up to date & are effectively managed to ensure maximisation of web traffic, enquiries & sales

· Support the BDRM in ensuring that all Business Partnerships are maintained & effectively developed to the maximum benefit of the venue

· To attend staff meetings and training courses.

· Undertake other relevant duties as reasonably required by your manager.

· To maintain and develop contact with professional bodies and potential clients through attendance at networking and promotional events

· To wear appropriate business dress at all times
2. Intellectual Demands  
The post demands a high level of attention to detail and the ability to work quickly and accurately under pressure.
You must be able to listen effectively 
3. Judgements  
The post holder is expected to operate within the team’s work plan and ensure that services are offered in the best interest of clients to offer best solutions 
4. Use of Resources 
The post has no staff responsibilities 
5.   Communications  

The post holder communicates with internal and external individuals by telephone, email and face to face (for show-rounds)
You must possess excellent written and verbal communication skills
Internal – 20%
Contacts from within the Hospitality & Facilities Team and staff from other Quaker departments.
External – 80%  

External customers and conference booking agencies, industry colleagues, event suppliers and business partners
6. Physical Demands & Co-ordination 

There are no unusual physical demands required of the post holder 

7. Working Conditions and Emotional Demands 

The post is office based and involves working under pressure in a team and independently responding to telephone calls and emails throughout the working day. There is direct dealing with customers coming to visit the facilities, so the post is also customer facing.
OTHER RESPONSIBILITIES:  
· To undertake duties and responsibilities commensurate with the post

· Responsible for ensuring that BYM’s Safeguarding Policy is adhered to in all aspects of the role 
· Responsible for ensuring that BYM’s Equal Opportunities Policy is adhered to in all aspects of the role 

· Responsible for ensuring that BYM’s Health & Safety Policy is adhered to at all times 

· Responsible for ensuring  that BYM’s commitment to sustainability is adhered to in all aspects of the role 
· Responsible for ensuring that Britain Yearly Meeting’s Staff handbook is adhered to at all times.
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PERSON SPECIFICATION 

	Job Title: Sales & Events Co-ordinator
Department : Hospitality and Facilities Department
Date: January 2024


ESSENTIAL KNOWLEDGE 



· Knowledge of and sympathy with Quaker values
· Meetings, Conference & Events Industry knowledge
· Computerised Systems & Microsoft Packages, including Event Management System e.g. Rendezvous, Agilysis, Events Perfect, Fidelio, etc

· Pro-active sales process

· Digital and E-Marketing 

· Events and meeting operations

· Quality Standards & accreditation systems

· The highest standards of customer service delivery

· Invoicing, financial charging systems

ESSENTIAL QUALIFICATIONS 

None
ESSENTIAL EXPERIENCE 
· Minimum 2 years event sales office and events administration experience

· 1 year events operations and hospitality service experience

· Financial administration, invoicing and sales 

· Events management system

· Telesales and direct call follow up
ESSENTIAL SKILLS 
· Customer Focused

· Good Organisational skills

· Able to work in a team and follow instructions
· Able to work under pressure

· Polite, articulate and can do attitude

· Adaptable to changing tasks & multi-tasking

· Attention to detail, accuracy & numeracy
· Able to complete administrative documents / forms

· Excellent telephone manner and ability to communicate effectively with customers

· PC literate

DESIRABLES  
· Recognised event sales and/or business administration/hospitality qualification. i.e. NVQ level 2 or equivalent.
· E-mail distribution systems

· Website Content Management Systems and SEO Optimisation
	Job Description Agreement 

Post holder:

Manager:

Date: 
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