SEFTON METROPOLITAN BOROUGH COUNCIL

JOB DESCRIPTION

Department  Economic Growth & Housing
Post:  Business Tourism 








Development Officer

Division  
Tourism



Grade  G
Section
Conference & Sales


Post No 02311
Location
Southport

Responsible to
Conference & Sales Manager

Responsible for

Job Purpose

To assist the Conference & Sales Manager fulfil the agreed conference targets, identify and maximise Tourism Departmental revenue opportunities.

Main Duties

· Promote Southport as a destination for conferences to target markets such as Associations, trade unions and other large organisations as well as Agents and PCO’s
· Achieve sales targets as determined by the sales plan.

· Account Management of new and potential client base
· Build and manage the sales pipeline

· Research, identify and develop new business opportunities
· Research and maintain industry competitor knowledge
· Telephone sales – pro-active and re-active

· Face to face sales
· Presentations to potential clients.

· Work with Marketing to produce business tourism marketing collateral
· Work in partnership with the flagship venue STCC and accommodation partners.
· Manage & attend exhibitions and events
· Attend local, regional & national meetings/events as required

· Host familiarisation visits and associated networking events
· Creation and administration of bids

· Creation and management personal sales plan to contribute to departmental sales plan
· Assist Conference & Sales Manager with budget management 
· Provide sales performance and forecasting information for management and stakeholder groups

· Identify and manage subvention/grant budget
· Develop and support a Southport Ambassador programme

· Identify and develop revenue opportunities across the Tourism service team.
Terms & Conditions

The authority has approved a policy on Equal Opportunities in employment and copies are freely available to all employees.

All staff are responsible for the implementation of the Health & Safety Policy so far as it affects them, their colleagues and others who may be affected by their work. The post holder is also expected to monitor the effectiveness of the health and safety arrangements and systems to ensure that appropriate improvements are made where necessary.

SPECIAL CONDITIONS (if applicable)

A casual car user allowance is applicable to this post

GENERAL:

This job description is a representative document.  Other reasonably similar duties may be allocated from time to time commensurate with the general character of the post and its grading.

All staff have a duty to take care of their own health & safety and that of others who may be affected by your actions at work. Staff must co-operate with employers and co-workers to help everyone meet their legal requirements.

The Authority has an approved equality policy in employment and copies are freely available to all employees.  The post holder will be expected to comply, observe and promote the equality policies of the Council.

Note: 
Where the post-holder is disabled, every reasonable effort will be made to support all necessary aids, adaptations or equipment to allow them to carry out all the duties of the job.  Other optional paragraphs

Since confidential information is involved with the duties of this post, the post-holder will be required to exercise discretion at all times and to observe relevant codes of practice and legislation in relation to data protection and personal information.

Undertake, and participate in training, coaching and development activities, as appropriate.

The person appointed will be expected to work flexibly including some weekend and outside normal office hours will be required and the exact nature of the duties described above is subject to periodic review and is liable to change.

Prepared by:
Tracy Holgate
Designation:
Conference & Sales Manager 

Date:
May 2020
