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Title: Sales Manager - Corporate
HRAT A2 K - AR R ARt
Department: Sales and Marketing
AE e B
Hierarchy: Reporting to Deputy Director of Sales Corporate
Z): [e1] 23 ) 1 65 AR VAR
Direct Subordinates: Sales Executive - Corporate
HETE: AFHETE
Indirect Subordinates: N/A
)% N ) - AT
Category/Level: L4
KRR 4%
Scope/HR 5t 5.l :

The Sales Manager is in charge of developing, converting and maintaining potential accounts

within a specific territory to be defined by the Management.

BELIA TR . F AN GEREE B2 08 B e X N B E R .

Through this portfolio, the Sales Manager's role is to participate to the objective of reaching the

hotel's revenue budget through the use of sales tools and techniques, maximization of the accounts

potential and up-selling and following the revenue directions.

W ZHE, HEEHSESZINE RN B AR 7ERIE W EWN TR AT T, 8

FIH T HEA T s KRR AT SRAM I AE 2 7 SR & A

The Sales Manager has a role of informing the Management about markets behaviours, image of

hotel in the market, the potential obstacles or competition threats.

?g%%%ﬁﬁ%n%ﬁﬁﬁﬁﬁﬁmﬁﬁﬁﬁﬁ%\@E%ﬁ%%%%&%ﬁ%ﬁﬁ%
B o

The Sales Manager has a role of coaching the Sales Executive to acquire and use the sales

techniques and performance in a minimum period of time, while ensuring his/her personal

development.

ROREMAB SO RIS LB N NED RKIENFER, JRIRSE T HIRAGAE A& 1505

HFUIAT .

The Sales Manager has a role of supporting the activities of the Deputy Director of Sales

delegated to him/her.

FRORE A B 5T SR T 8 i S R AL S R B B TE 30

Responsibilities and Obligations/BR 31 X 4

Hotel Strategy and Budget
5 R P

e Contribute to the hotel strategy by giving regular inputs on the market trends, needs and
opportunities.
WA TR TR IHE R AT, PR E s R .

e Organise its activities in order to reach the targets set by the management.
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HELVEHED), DAL PR W E ) B AR.
SeII all aspects of the hotel generating revenue (Rooms, F&B, Banquets ...)

HEEE A QRITH CGeh. B 2255

Account Management

gF%ﬁ

Manage Business Accounts with professionalism and persistence with the aim to fill the hotel
as per the Sales and Marketing Plan, the revenue strategy and the objectives set.

Bl REAME BRI L2, AR IE T4 Bt R, SEILAS I BE BB BN R
T E R o

Ensure that all aspects of the potential of the account and all contacts have been screened and
reported.

BRI L2 7 B PR D5 AT A B R S F el e AR .

Ensure that all conversations and decisions with clients met each day are registered.

B IRERER 525 7 IS RN O e R AE

Ensure that the territory and segments are efficiently covered through organised blitz,
telemarketing, sales calls, site inspections, trade shows, workshops, entertainment, association
or network groups memberships ..

AL BUE . Pl 4 ke AL SRR BIREE . RIS
B e iEshE % G 2% G B 5 ,%ﬁiﬂﬂﬁﬁﬁﬂnﬁﬁ%%%ﬁ%o
Ensure that the database is clean and up-to-date at any time.

Fff PR P22 7 B B ) 5 o

Ensure that the guests is satisfied with the Sales, Reservations, C&E and others by keeping
informed on the process of the booking, and getting involved when needed.

R SN EAT PR A TN SR H S 5, B R 08 B A UE B A 2
RIBENH

Respect and achieve the minimum number of sales calls required by the management.

T B R ORI R i A A

Respect and achieve the minimum number of entertainment lunches or dinners required by the
management.

BN 2k B B R B A I AR % O A A R A B

Respect and achieve the minimum number of site inspections required by the Management.
TN B 3 R B I AR I 25 58 =

Communicate leads to the relevant sister-hotels, colleagues or departments within the same
day.

T TR AR AT AL A 5 S0 2B R L (R I EE ) BEAE IR — R IL [RIAT3)

Attitude and Communication toward the Client

SRR B 7S AR T o

Represent the hotel in the market and represent the strategy of the hotel in any communication
with a client.

FETT AR S, 5 U AT AR A2 i o AR I 4278 SR 7.

Be correct and respectful with the clients.

IEHf B E AU

Respect the decisions and deadlines given to a client, even if another department is involved
(this means that the department must be informed about the decision and deadlines and traced
accordingly).
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B AR AT TN (ISR 5 ) i 50 1 AR (1) P A0 L2 I IRR, JFREfE
AR N AR ERED o B B2 FY) Sk 5E S 25 H R TR

e Do not over-promise but make sure a 'Yes' is a realistic 'Yes' while manage to explain the
reasons of possible negative answers.
AN Z Mk vE, AR AT SEILR CUFR T B, FRRE A B AR R] RE TG IR SE I L
[ 25 4 85 B

e Ensure that all KEY accounts are introduced to the key Head of Department and DOSM.
IR B O A EEEE LT EH S

e Recommend and/or organise clients gathering to create multi-level contacts within the hotel.

R AR B2 B, SR I N 2 R IR & 77 3.

Attitude and Communication toward internal colleagues and departments
XF A A BB R B AIER T A BEAISE R 5 2K
e Ensure that the communication flow is maximised between colleagues from other departments
in order to achieve the guest satisfaction on time by taking care of the time frame needed by
the colleagues / departments to deliver required actions.
B DRAN [R5 0 ) S TR) A2 It I R e KA, B 2% J8 325 [R) S8 1A H AR RLAT 31 e 5 I 1) £
il b, DL SEE e NI SR IR L =
e Follow the Leads.
Jk AR 22 o

Keeping up the standards
N ARiE
e Read all policies and procedures for the Hotel and the Sales Department and get confidence
about their understanding and ensure you apply them accordingly.
[5e) T2 )5 AR B 0 ) BT BUR AR e JF i OR o G 48 1 AR . R PP I AT .
e s responsible for the quality of the correspondence and any written or verbal communication
internally and externally.

FITE MBS R FIE KA B

People
RT
e Ensure at any time that the atmosphere in the Sales Department is pleasant.
B DR AH B BT U AE AT ART IR 2 AR )
e At any time and under any circumstances, respects the colleagues and superiors and chooses
the right communication tools and manners in case of potential conflict arising.
FEARAMTIN (8] . ATATHE O, BEF SN K, JRAERT BER A JE I R B8R )22 i L
HAT7 2
e Coach the Sales Executive to acquire and use the sales techniques and performance in a
minimum period of time and participate to his/her personal development through monthly 1:1
and yearly appraisals.
R H— kX — 5 S AEE RO RT3, R & 28 NP R R[]
I, SRR HIRAF A A B B 3 97 AT .
e Be helpful with colleagues and superiors.
ETAE L, PhanFEIFEM Eg.
e Communicate pleasantly and professionally with other departments.
PRI b 1) 7 205 HAd AR T AZ A
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Report
LR
[ ]

ing

Attend the daily meetings set by the Head of the department.
ZINEE EE AT <.

Attend the weekly Sales and Marketing Department meetings.

Z N E ) B2 .

Provide the Management with Sales Statistics performance reports as per department
standards in due time

) B P SR AZ A — I BN E ST SR

Deliver reports to the Management when required within the deadlines.

i EAE SR Py 1) B R I AT R T

Participate to the Monthly Report production.

Z 54| H R

Keep up-to-date with the PMS available reports.

FVIRVEWEE R G R R R .

Ensure that all accounts are entered in the Front Office System for tracking of the results.

B ORI A K H S N HI T 8 AR 28 LLBR RS R

Marketing

WHE

Credit

#

Follow up and implement when needed the marketing activities agreed on a 90 days rolling plan.

M B, M ARTSZEZ) 5 1 90 K B S RI R T IS TR Bl .

Identify opportunities within the market and territory and informs the management.
HE T AT X B AL I 1) B RV

Organise mailings when required on the respective territory.

AR XA REN, S 5F RS

Recommend internet presence on specific website.

TENFE Wt b HEAT L8 HHET o

Conform to XYZ brand standards and corporate identity.

AR FE] B i1 )5 £ A1 s R I DR Al b B AR

Management

EREHE

Depart

Ensure that KEY accounts are credit-approved

T DR 20 Y (5 DR R A AL

Extend credit as agreed with Finance and ensure accounts stay within pre-set credit limits
FEFRAFIE 55 B VF AT D WA e A5 FUIRR,  JFai ORI B AE TR A5 FH IR AT Y

Initiate Credit Application for potential accounts and assist the credit process with necessary
documents to ensure the liability of the companies

NIBAER 2 P AT GRS, JRAEME BT HE IR o B4R (HAH S ST 1, DL R FR I
A 5T E

Assist the Credit department in reducing the payment collection lead time.

Bl B B8 a2 I [k v 4% P (1)

ment budget personal responsibility
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BRSNSy

e Be careful, honest and discerning about any spending made on the hotel budget (expenses,
telephone calls, brochure distributions, give-aways distribution, entertainments ...)

RN WSEAEBO ST S PR AR — e (BRH]. mildh. Rofei. T RIR
B BRETE .

Security, Safety and Health / fRf&, &4 R

Maintains high confidentiality in regards to guest privacy.
RKTBENERL, PREF L.

Reports any suspicious behaviour of guests and staff to the General Manager and Security.
AR N B TAATAT AT BEAT Y, S ) S A PR R 22 R T ek

Notifies housekeeper regarding lost and found objects.

I FEAT B R S R 55 R

Ensures that all potential and real hazards are reported appropriately immediately.

XTI S I i 5 AT ATV A B SE R B K

Fully understands the hotel’s fire, emergency, and bomb procedures.

ARG K, BTG A R BRI E B R SE -

Follows emergency procedures to provide for the security and safety of guests and employees.
A N SR e DL DR 2 N A0 O3 T 22 4

Works in a safe manner that does not harm or injure self or others.

LASCH 224 )7 sR0AE, et K B & Kdtb N

Anticipates possible and probable hazards and conditions and notifies the Manager.

L AT B SR AT TG DL, L2 A B

Maintains the highest standards of personal hygiene, dress, uniform, appearance, body language
and conduct.

RF RN NLE, B, CEGR, BiES &AT8.

Executive Duties/ATBUER 3 :

To assume the functions and responsibilities of Duty Manager in accordance with the Hotel's
Duty Manager's Roster.
R EEE R R E R, ARIBEPIZE HENEE IR D7

Competencies / B 71 EK

Sales Manager in a 4-5* hotel for a minimum of 1 year
£/ 14 45 BRINEHELHER
Having a minimum of 1 year experience on the territory or segment.
/b 1 AR ZH X EER T
English + Another language.
HERESEMNHEIES
Organisation and communication skills.

H R ANy RE

Interrelations / #H HEE A :

Contact with all members of the Sales and Marketing Department, Credit department, Rooms

Division, F&B Division.
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S EHE . S0 B AR I P A R SRR

Work Conditions / TAE%A:
Regular hours with extra times occasionally.

IEH AR E], AR ZR AT BT

Date
H 1t

Reviewed By
HRZN

Approved By
GE N

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 I AAT L B RATER ST, JRANR I B A2 HR SRR iR 2Rk E R 580 i I
FITEr e IRTBEL ISR T IR S R R LIRSt AR B RATW R S R #EAA T B & i
RIHERE: BT IR PR R RIHRTIT A NERE . MH R B AR 2 R R I N

Employee Signature Date
AR H 3
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