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Title: Sales Coordinator

HRAE MR R

Department: Sales & Marketing Department
H#B17 T E HER

Hierarchy: Reporting to Director of Sales & Marketing
T % ) T 4 i R T A

Direct subordinates: N/A

HETRE AiEH

Indirect Subordinates: N/A

BT B AiEH

Cateqgory/Level: L6

25 62K

Scope/BR Yo -

Represents the image, strategy and priorities of the Sales and Marketing Department and the
Director of Sales and Marketing in particular, within the department itself and externally.

TxT T BT, RS, THXN TiiHE RS, #WAGRE T &
TER . SEitE S DL 42 H8 S O 58 il LA

Participates to the Team Spirit at all times in a positive way.

B I AR 1) 05 2R BT BAFE #i

Ensures guests are given the highest possible professional service.

DRAIE 725 3K 45 f s /K AE ) L iR 55

Maintains effective communication with all related departments to ensure smooth service
delivery.

SHrA IR FE A RO, BRI 4 ik 55

Coordinates directly with relative Sales Executives and Sales Managers and other departments
when needed.

HARSHE ARG LT TAEDAE, DER, 5 HARA AT TEAT Ui .

Responsibilities and Obligations 34E54F%:

Is committed to personal and team deadlines, and ensures priorities are managed accordingly.

TSN N R BN A s e RO IRR , - i Droxed oA 42 B B0 in DA BERT 58 A o

Represents the image of the department over the phone and therefore must ensure that telephone calls
are answered in all times within the sales department, and are answered with warmth and
professionalism.

PN IR ACR A T TG, DR b 250 R K I F2 e B T T P BT HEL TG, I PASE IR A ALk
7 5z

In charge of directing the incoming calls to the relevant persons of the department or to inform the
person when full knowledge about the subject is acquired.

POITIREER A, TR T B UL N PR A B e iR 2 M R [F) 5

Can be requested to handle some telemarketing activities with customers
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L, UL — B R YT R AR .

Can be requested to handle some market surveys
2, FRAPE T AR
Co-ordinates guest inquiries (phone, email, fax, Internet) of all types in the absence of DOSM,
ADQOS, Sales Manager and Sales Executives.
AHEHR. HELR. HELBEANEE TAEEALR, MR N R HEAT
TJJ“UEJ (EE;:[«E\ Hﬂgﬁ:\ /ﬁéﬁ\ Mé%)
Ensures that the 24 hours delay for the answer to guest inquiries is respected by all sales members
when in charge by implementing a trace system.
fifi Ok
Can handle the telephone follow-up with companies on offers forwarded in order to secure
confirmation.
REWG JL A4 25 2 N BIARAN BEAT R ERIE,  DLEEBIUE M55 .
Ensures that all requests given by members of the Sales departments are handled within the deadline
and in a professional way.
TR 65 [T AR HA 1) BT SR 2 BRI PR 5 DA b 7 258 B
Traces ADOS and Sales Managers on the deadlines given to them by DOSM.
RIS R AR 20K, 048 S I A B L 3T TARIE B
Co-ordinates the agenda of the DOSM
AT S S B H AR 2.
Attends briefings when required to.
N, ZhRs.
Handles the typing activities necessary for the performance of the Sales department (minutes,
contracts, procedures, letters ...) while ensuring that they correspond to Bavaria Standards.
ATV EMA S T, S5 SWEE.. 6. BF. 5%, iRk KA ARG B
A A B b5 o
Handles reports and surveys as per Department needs. H4E 481175 B, AbHRR 2 A 2525 T4
In charge of the daily maintenance and back up of the database for the whole sales team, and
therefore in charge of tracing the relevant sales members when needed.
AN E R PR H RS, 45, &by, RN ST T A, 8 B O
YN IR
In charge of the office supply inventory for the sales department in co-ordination with the Purchasing
department.
ERIGER MR, AT 1T ol B 2R A AR
In charge of the collaterals and give-away inventory in the Sales office, in co-ordination with the
Marketing department.
HAKEM, A5 TEAL AL AR S
In charge of the preparation of the sales materials for the sales persons (brochures kits, gifts ...) and
ensures the availability of these by all time.
TTITA B E N TR R R A S EARTORL ALME) |, TR ORX LL Bk b
I AT
Ensures that the filing system of the Sales Department is in order and respected by all the members of
the Sales Team.
FRORASTTRIRS SR R Ge 583, J7 A S IR AR .
Participates to the tidiness and friendly atmosphere of the Sales Department.
KR EIEER T AR . AU
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e Handles all the other administrative tasks related to the Sales and Marketing department, linked to
Human Resources Management, Human Resources Administration, Finance, Purchasing, Travel
issues.

AT EATBCLAE, MRT NS W55 R, HMEFFE.

Security, Safety and Health ARk, 224 R {afE:
e Maintains high confidentiality in regards to guest privacy.
KT NG, CRIFE L.
e Reports any suspicious behaviour of guests and staff to the General Manager and Security.
Wit N TA AT 5EAT y, S ) e 2 3 R 22 AR T] S i o
e Notifies housekeeper regarding lost and found objects.
BPUTATIE RS, S 5 kN2 55 6
e Ensures that all potential and real hazards are reported appropriately immediately.
eI R I A AT ATV AR B SR R B
e Fully understands the hotel’s fire, emergency, and bomb procedures.
NG I, BRI LA SRR TSR
e Follows emergency procedures to provide for the security and safety of guests and employees.
AT RSN S, URIER AN R T %4
e Works in a safe manner that does not harm or injure self or others.
PASC 224y 7 sUEAE, gl fo 3 & St .
e Anticipates possible and probable hazards and conditions and notifies the Manager.
L AT e SR Bg oL, I Lt A E BN A .

Competencies/fE 11K :
e Good command of English.
RIFINFEIE S Re
e Good knowledge of Word, Excel, Outlook.
Word,Excel,Outlook s F 5 B .
e Organization Skills
R T (1 2H 21 R

Interrelations/ EAHBE & :
e Contact with all members of the Sales and Marketing Department, Executive Office, Purchasing
department, Credit department, HR department, Rooms Division, F&B Division and Operations if
needed.

TR TFOIITE TR WS s TR, AR A%. RGN, f
DV, AIBEURAD. BoH. BEUKHRLLTS

Work Conditions/ TAE k14
Regular hours with extra times occasionally

I YRR, AR R AT

Date
H A
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Reviewed By
HRZA

Approved By
CEIVN

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 LV RIFIATT CL ERATER BT, AT B Ar HR SRR i b K 1 RIS FRT
WOTEE . IR T HER SR T IS 5 SR s L LHIER 5T . B 35 B AR AT T R S R 35 AATT B & i
KHPERE: R TIF R 2 IR R RIHRTA N RE . P BB 2 B bR SR K2 Nl S

Employee Signature Date
R H 3
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