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Hotels & Resorts - Director of Sales and Marketing
Company Name: [INSERT COMPANY NAME HERE]
Department: Sales and Marketing
Reports to: General Manager
Location: [INSERT LOCATION HERE]
1. Position Summary
The Director of Sales and Marketing brings in the business that fills the hotel's rooms and meeting space. You'll set the sales and marketing plan, lead the sales team, own the group and catering revenue goals, and run the website, email, social and advertising. The Revenue Manager sets prices; you both work from the same forecast.
2. Essential Duties and Responsibilities
1. Write the annual sales and marketing plan by market segment: corporate, association, social and wedding, leisure and tour.
1. Set goals for each Sales Manager and review their accounts, leads and activity every week.
1. Approve group contracts outside standard terms, such as attrition, cancellation, concessions and comp rooms.
1. Decide which groups to chase with the Revenue Manager, based on dates, rates and the business they would displace.
1. Manage the marketing budget and agencies: website, paid search, email, social media and public relations.
1. Keep photos, descriptions and offers current on the website, [your brand's channels] and online travel agencies.
1. Represent the hotel with the local convention and visitors bureau, the chamber and key accounts.
3. Key Tasks / Daily Activities
1. Review new leads, tentative groups and contracts waiting for signature.
1. Check group pace against the forecast and flag blocks that need a cutoff decision.
1. Join site visits and calls with large or high-value clients.
1. Approve marketing posts, emails and ad changes.
1. Check upcoming events booked by sales with the Food and Beverage Director and Banquet Manager.
4. Key Performance Indicators (KPIs)
1. Total sales revenue booked against goal: [your target].
1. Group and catering revenue on the books for future months: [your target].
1. Lead response time: [your target].
1. Website direct booking revenue: [your target].
1. Sales team activity against goal: [your target].
5. Required Qualifications and Skills
1. [5+] years in hotel sales, including [2+] years leading a sales team or as a senior sales manager.
1. Has negotiated group contracts, including attrition, cancellation and food and beverage minimums.
1. Keeps accounts and activity in a sales and catering system such as [your system].
1. Plans and manages a marketing budget across digital channels and agencies.
1. Bachelor's degree in hospitality, marketing or business, or equivalent experience.
6. Preferred Experience
1. Resort or full-service hotel experience with weddings, conferences and leisure packages.
1. Relationships with meeting planners and associations in [your feeder markets].
1. Certified Hospitality Digital Marketer (CHDM) or Certified Meeting Professional (CMP).
7. Physical Requirements
1. Office and computer work, plus walking the property for site visits and event checks.
1. Travel to trade shows and client meetings, carrying display materials up to [25] pounds.
1. With or without reasonable accommodation.
8. Work Environment and Schedule
1. Salaried, weekday-based schedule, with evening and weekend client events.
1. Sales trips and trade shows: [how often and where].
1. Works from the hotel's sales office.
9. Compensation and Benefits
1. Pay: [range and hourly or salary basis].
1. Additional pay: [overtime, bonus or incentive terms, or none].
1. Benefits: [health, dental, vision, retirement, paid time off, and when they start].
10. Company Culture and Overview
1. [Two or three sentences on what your company does, the area you serve, and the support a new director of sales and marketing gets in the first 90 days.]
11. How to Apply
[Apply link or email]. Our process: [phone interview, in-person interview, and next steps]. Contact [hiring contact] if you need an accommodation during the application process.
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