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Title:
WAL 24 F5

Department:
HRI]

Hierarchy:
255

Direct Subordinates:

HiE &

Indirect Subordinates:

A4 N &

Category:
I

Scope/BR 5V

Director of Sales and Marketing
[E7E=g:PsY

Sales and Marketing
e

Reporting to the Executive Assistant Manager
[ AT BRI S 2 B AR

Director of Sales, Revenue Manager, (Senior) Sales Managers
Executives, Sales Coordinator, PR Manager & Graphic
Designer

e, WEAaH., (550 HELME/TE. HEhRR,
AR REH, £ T

Accounts Receivable Clerk

IS @R
L2
27K

e Oversee and direct all aspects of the hotel's sales and marketing operation including Sales, C&E
sales, sales solicitation, sales administration, reservations and accounts receivable

XHE G TS E R 7 AT B A &, GRS, C&E  WE. WERN. HEE

S IR TIPA R R ARV S

BAST o

e Define and apply policies aimed at obtaining the highest possible Revpar and yield for the hotel.
BSLAIN FHAHRBOR, 15 5550 at (Revpar) AN JE Wi as SE I f KA, o
o Keeps management advised of customer attitude and reaction towards hotel.

AR TR AR OS2 6 ARG 5 P 28 N S

Responsibilities and Obligations/3t4E & X 55

1. Hotel Strategy and Budget Management

TEE SR A TR B

e Fully contribute to the design of the hotel's business strategy on a yearly and daily basis.
S5 2 7 4 S5 g S H b 55 g 1) st Ak .
e Develops the hotel annual Revenue Plan and the Sales and Marketing plan, and sets sales

objectives.

) AT G AR U RIA AT E S R, R se B B xR
e Is concerned with the overall planning, organization, direction and coordination of the activities of
the Sales Department to achieve the sales objectives set in the marketing plan.
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RO BRI A, ESfR SRS, DESREUE SR e A H

o Keeps up to date with economic and competitive conditions and recommends change in the Sales
& Marketing plan to meet the new market climate.

HEARBRAET LFEPIEH, UM EH TR EW, DU N s T 50 .

e Actively participates in the key management issues in the property (e.g. planned refurbishment,
training, customer service improvement campaigns)
BRERZ: 50 7 T AR S5 5 R R . 500 B IR RS 3

e Actively supports the EAM Rooms and EAM F&B by providing advice, support and training in
the up selling and cross selling skills to Front Desk and F & B staff
BRI EAM 55 EAT EAM BIRER, SCHFRT G ARG 51 1, JF AR 14 Hi AR o<
W SRBETHR A &5 A0 A2 SO 5 T S RE B U1l

e Actively promote restaurant reservations and be responsible for the F&B revenue generation to
meet the set budget
RIJRTHE T I TIUE A A 5T BN IO R ik 2 R A A5 o

e Support, and take responsibility for revenue initiatives in car park, laundry, telephone, in-room
new/creative technology (movies, internet etc), business services
SCREIFATTIAZAE . YRR WAE . ARG EOR (RS, W) | SSRGS HE HIHL

S

. Budget and Fiscal
AR AN B
e Monthly review of expenses and if needed, adjusted
B HXAHR AT — IR E . AT, RN EE
e Review and approval of all expense accounts for S&M Team

DT T B T DA BT AT S H I B o A S 3t e AR .

. Revenue
Wz
e Analyze competitor's activities and pricing strategy. Analysis of fair market share with 5 major
competitors on a monthly and YTD basis.
Ir T SE A E G B AE U ig o 0 A EEANAEES R 58 4 8 /) K A-F T 4 3
e Sets the Sales Incentive Targets with the Heads of Departments in Sales and MICE.
A MICESRI 77 57 A\ 3[R B E 84 B Ul H Fr

. Rooms
&5

e Analyze trends of business by market segment, channel and Geographical Origin of Business —
co-ordinate all activities to maintain and increase revenue through added business volume and
increased rate.
iAo BETEANY S5 HI PR YE 73 H Mb S5 —— R & I0E S, DOl B E YT
KA A& BIFRTH DR 35 AT i 23

e Responsible through the Revenue Manager to maximize occupancy and average rate through
good inventory and yield management control.
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6.

7.

T I S 2 22 B LIS FR) 5 o AR A B8 R UAC e B A B KRR B BARTH s R 3R

e Analyze performance of existing customers through the Sales Team reports.
T I A B AT BA R4 20 B B 2 2 Ik S

e Schedule detailed action plans to support the Revenue Proposal for all sections of the business.
VA AR TR, PSSR W55 70 IX W R 77 5

e Identification of the capabilities of the hotel to serve the various types of business and

programming of hotel sales efforts to solicit those sources the hotel is best qualified to serve
profitably.

o HHIAAIE MRS AE S LA 8% 7 o A HEAT R B N AR B SC BRI, (R A AT
55 5 T B A BE S B A R 25 I 22 A

e Monitors production and profitability of sales packages.
o B AR VB S 2H 5 1 2 R e

Conference & Events
SWAIES)
e Responsible through DDOS MICE and Revenue Manager to establish strategy and procedure for:
ik DDOS MICE HRAS a2 P A7 SR LN T 5 T ) A AR 5«
e Inquiry handling
et L OsEH
e Space control
% P
o8 hrs/ 24 hrs response rate
8 /INIF/24 /NS R 26
e Occupancy statistics for all conference/banquet rooms
B WEIERITH) SRS
e Inquiry conversion statistics and improvement when needed
IS AW S 2 S AL STt M T 5 (R

Maintenance of Systems and Procedures — Quality Management

RGNEFRNET —REEE

e Maximize the use of the systems and maintains accuracy of all reservations and other data
RATBAE AR R G0, I ORFEIOT S5 80 E BREE

e Ensure that all the rates are loaded by accurate completion of the database
Fff DR EE IR 58 IO P2 22 1 4 A ks in 48 281 Kt 1

e Maintain up to date knowledge of uses / applications of Opera (including Account Management
and Event Management), Yield system, and Internet website.

H1% Opera (HUFEZ A EHAESNE B WA 2 40 A0 ELIE X I s 1) 58 T I8 N o
e Undertake all reviews of standard & procedures as necessary
P75 B A bR A RO P AT 45 T A

Selling Strategy
BB g

e Establish and cultivate sales contact with top personnel of major accounts.
53R W e BB R SR G R .
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Attend travel and industry functions after approval of General Manager.

R s, HERIFERSAITILE S .

Make sales trips to priority markets, after approval by the General Manager.
SRS, BT EN BTG R .

Solicit and serves group business, conventions, incentives, meetings, tours and special groups
from: commercial accounts, associations, travel agents, tour operators, group operators,
wholesalers, airlines, government tourist offices and any other source.

AR EANL S, e BUihESh. U TRIEAREARE A, 36 BEE . 0
o RATAL IRIFEE R BIAIRSEE R AR i anl. BUNIRN RS 3.
Fully introduce the use of yield planners, selling matrix / yield system, weekly availability,
meetings, availability from systems

A AW SRV B . B SRR R B TOTE L. WO RS A IS
Define the sales procedures by organizing the various steps in dealing with inquiries for rooms
and C & E Sales; establishment and control of same day 24 hrs response time commitment
WISIAHERER, M E AR C & E MEMS MNP, HleEfMEHE YK 24 /N
A RAG I L F 7 VA o

Issue and monitor clear targets for Reservations (REVPAR, conversion of enquiries, yield of
available C&B space); sales (volume and rate by segment , and sales performance including
number of sales calls, conversion of enquiries), REVPAC and REVPASU

RATIF I IE BB TOT B s CREAI AT A & U, @ B sSe & k. WTH ¢ & B
FhEH R B BAs GeiiindlnRlE KBRS DL AR EFT . BlE
SRS . REVPACHIREVPASUZ: H A%

Monitor the Sales Incentive Scheme and the Sales Team performance.

ot B 5 T T R A B T B 53

Ensure that systems and procedures for selling and pricing are maintained fully.

ORI B 5 2 A RGN PPt AT A i 4E 9 .

. Account Management

=

FEE
Procure new and repeat business by monitoring contact with commercial houses, meeting
planners, travel agencies, wholesalers, private clubs, professional associations and airlines within
local, domestic and key international markets.
TR, JFE S S, BN EEE RIS R A F L S UGN RAT
Fh R RNERES. TS I A w] FECR T 0L, DU ZE 2% P .
Maintain contacts with key decision makers in all segments through sales calls, telephone contact
and written communication.
A E RV IR R AP IIELE S B T A o ) E R N RS ER AR
Install and maintains updated mailing lists
T E AR O MR I B
Monitor and improve sales account productivity
B AR T & 2 T Bk S
Monitor and improve the Reservations and MICE Department conversion of calls / leads.
W B AN T T %6 LA & MICE i ik F i S EL ) % 7 A 2R
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Establishment of call targets, "entertainment” targets and weekly control
WV Hbs. “BIR"HR, &SI
Coordination of strategy and servicing of accounts with sister hotels.

5 50 S S R B e R iR 55 R

Outbound Sales
MRS E

Ensure that the Sales Team promotes business for other XYZ Hotels.
TR 5 [T AR T ] 5 15 4 T 2 T oLk 55

Manage the booking process

(ERLIRTRAN Y

10. Team Management

Zi] N gz

11.

Manages the manning strategy of the Sales and Marketing team with the relevant head of
departments and review the needs on a quarterly basis and involves the General Manager when
important changes are needed.

EHOGET] B I FE B T E HE AR N AR RS . FFREHAT ISR, F8
FORIE KA ER, EFHASEHAEY.

Recommend relevant salary reviews

BEXSAH S B3 A% IR DL

Ensure the support to the sales team with expertise and training on sales management techniques
and procedures.

B DR ) A 85 [T A SR AL B A8 BT VEAIAR B 7 Tl R R R S 85I, P SCRpATT

Agree and issue performance objectives for all teams and team members.

B RN A AT BT A HE AR T AR R R 52283 H s

Actively develop team members' skills and performance through coaching and training

IR AR, BRI A T BA RS B BE AR T AT T B34

Conduct evaluations on all direct report

XF T B & AT VRAG .

Maintains a close liaison with Food and Beverage and Front Office and secures their cooperation
and commitment to meet the needs and expectations of groups, tours and individuals booked via
the Sales Office.

SRYEAF T IR R IR, BRI SRR T, FEORAUEAAT] B AR BT 5
B, DA R 8 B AT OT A L RAT AR AN A R SRAT TR o

Marketing
THEH

Establish advertising and promotions action plan and budget in collaboration with the Corporate

Communication Officer.

AR EAL L S ERA L) E EAL MR A v ) E TR T %

Establish and implement the local and regional advertisement campaigns in collaboration with the
Corporate Communication Officer.

5 AR B A% L SO (R ) s R s AT X ) | T AR i D
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12.

13.

Create and handle distribution of direct mail and promotional campaigns for the hotel in co-
ordination with the Public Relations Manager.

552 %48 P — [ ] 7 A1 S 1t L IR 85 V5 3 o

Manage and review the effectiveness of all sales promotions

B PN A % T B (e 4 A R

Design and gain agreement for the hotel's marketing plan

BB T E R, IR ST IR SR T RIS

Ensure that the hotel is well marketed on Internet and other distribution channels within agreed
BHI standards.

TR AN VR AE O 2830 S HL 807 SR TE AR 1 250 RE A 4 M) I [ o v )15 £ (1 240 5 A oA P R
E K RIFIZEIRES .

Conform to BHI brand standards and corporate identity

SO EEL 30 I ] 4 Tt B A R M R

Ensure the hotel is presented as an active member of the local community through association
membership.

B ORAS I G LA 2 2% A B I AR BN 1) 2 A X

Ensure promotional marketing activities through CRM.

IR PR AEHE (CRM) SHREEIEsh IR .

Establishment of 3 month rolling marketing plan

il €3 A H B E HTHR

Reports Management

H

HEH

Review the monthly rolling activity forecast (from the Sales & Marketing Plan) and co-ordinates
the activities with the relevant person while controlling deadlines

oA H FIESES TN CEET S E WD, SR RILERTESD, HxHEsh
PR BEAT A o

Provide and collate information for all the forecasts meetings
SRALIFAZRS & I 2 W HIAR R AE R

Provide information and report to the GM the hotel's sales performance e.g. GOB statistics

[ e e PG AL A Bk S s B AR S, B inGOB Siits

Cash Management

neEH

Daily credit check and follow up

1o IR H HAE B

Supervise daily billings and filing

B H IR AR 5

Review and approve airline contacts and long term billings

B A% AR A 2 A IR N ORI 01K 5.

Monitor daily credit transmissions, reconciliation, charge backs and retrieval handling. Sign off
daily on all credit card credits processed

WEHEEET . WK, BN RO, &R HZA B E TR ORI .
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e Review A/R ageing daily and ensure timely collection calls and account follow up to maintain
ageing within acceptable limits
BER AL SISO RIK IS, 0 DR S I HEAT G FE DT AN 2 7 R, DT T 1 428 1 76 7T #6323
A

e Extend credit as agreed with Finance and ensure tall accounts stay within pre-set credit limits
MR 5 W 5530 (1) 240 58 ZE J A5 DA 0, B IR = 80U sk DR Ae 7E TIUALAS DR VE LA o

e Create and updates GUEST CREDIT POLICY
R TN E S

e Create and updates annually — GROUP/EVENT CREDIT POLICY AND PROCEDURES.
Enforces credit policy daily and ensure all sales and convention staff fully trained.
€ BUA RSB ITBORAAR 7, JFEFEH— K. B HBSERETECR, IR AR
M & Al

e Review and approves credit applications and establishes accounts for clients
o SHAEE T RET, IR IR .

e Review all upcoming event groups to ensure proper credit established
ARG S, DL ORIR L& B 0T

e Review and approves G & T billing / credit.
B AZ S5 HHE G & T IKFLME DT,

e Make collection calls, receives and applies payments for Group / Events accounts
BEATWGIFEDT . WK, I ) BUARE sh 2 7 4 AR S 15

e Review Group / Event / A/R ageing monthly with Finance and prepares follow up
55 55 B 3L A o A% BRSSO R K 8, B2 H — 1k, JRERTE.

14. Cost Control
A ]

e Monthly review of expenses and if needed, adjusted
FEHXMAR AT —IRE . HATE, ERIMLLIHEE.
e Review and approval of all expense accounts for S&M Team

DT T 3B A BT RA T SCH K A o A S Atk A .

Security, Safety and Health g%, 4 RAigkE

e Maintains high confidentiality in regards to guest privacy.
KT NG, ZERFFELE .

e Reports any suspicious behaviour of guests and staff to the General Manager and Security.
WA NBA AL AT SRAT 09, S [l S e PR R 22 AR T ek

e Notifies housekeeper regarding lost and found objects.
BRUEATIE R S, S 5 EN 25 55 i

e Ensures that all potential and real hazards are reported appropriately immediately.
TN R I PR AT ATV AR B SR AR TG K

e Fully understands the hotel’s fire, emergency, and bomb procedures.
FAHE KR, B BUE DL SR E BB

e Follows emergency procedures to provide for the security and safety of guests and employees.
AT RSB R, RIER N R T2 4.

e Works in a safe manner that does not harm or injure self or others.
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PASCR 224 i 7 DR, @i k3 S e N
e Anticipates possible and probable hazards and conditions and notifies the Manager.
UL AT B SR B G O, I S i R BN AL
e Maintains the highest standards of personal hygiene, dress, uniform, appearance, body language and
conduct.

RIEFRAEDNANLE, B, OENCR, BiE s kAT 8.

Executive Duties / 1T BUER 7 :

e To assume the functions and responsibilities of Duty Manager in accordance with the Hotel's
Duty Manager's Roster.

YIS AP B AR, AR IE 2 IR AE SR 5t

Competencies / B8 T ER:
e Director of Sales for minimum 2 years.
2EUL MBS T TIERLR .
e Experience of 1 year minimum each in Sales or Reservations on the Corporate, Leisure, MICE
Segments minimum
1L EEER. BERES. MICE #AY & sk T TAEL 5% .
e English + Another language
ERGEMHLEIES
e Team Management Experience
1B\ B 22 56
e Local Experience is a plus

A 4 TARL R H 5.

Interrelation / M EEER:
Corporate Communication Officer, International Sales Offices, key accounts in all segments, local
institutions and key associations, press, suppliers

SR 5 EEEE AT, &I MEE S . SR & B, £
R

Work Conditions /TAE& 4
Regular hours with extra times occasionally.
1B AR 1) 5 45 7K BB a] .

Date
H A

Reviewed By
HRZA

Approved By
CEiIUN
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I understand and agree to the above Job Description and that as a policy of XYZ

Hotels & Resorts, it is the responsibility of all Employees, to be both willing to teach, in order
to help colleagues reach their full potential and willing and accepting to learn, in order to progress and

improve personal abilities, resulting in maximum guest satisfaction.

Z N C T AAT L B RALER ST, JEANR I B AL HR SRR iR 2Rk E R 581 i
FITEr e IRTBEL ISR T I S R R LIRSt AR B RATH R S R #EAA T B & i
RIHERE: BT IR PR K RITRI A NERE . W IR A B2 R R B N

Employee Signature Date
TS T H 3
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