
ASHEVILLE AREAPRIVATE 


 CHAMBER OF COMMERCE

JOB TITLE:  

Sales Manager 
REPORTS TO:  
Assistant Vice President of Group Sales & Services
DEPARTMENT:  
Asheville Convention & Visitors Bureau, Group Sales and Services
PAY STATUS:
Exempt
PRIMARY FUNCTION:  

To successfully market and sell Asheville, North Carolina as a premier southeast convention and meeting destination. This position is responsible for sales activities in the Mid-Atlantic region that promote the area to meeting/event planners as a destination for conferences, conventions and events that ultimately increase the number of booked room nights and visitor expenditures in Buncombe County.

BACKGROUND:
The Asheville Convention & Visitors Bureau (ACVB), a department of the Asheville Area Chamber of Commerce, is the primary destination marketing organization for the Asheville area and promotes the destination through out-of-market advertising and sales initiatives. Approximately 3.0 million overnight leisure visitors travel to Asheville annually. 

JOB DESCRIPTION:
Responsible for regional and national association/event accounts located in the Mid-Atlantic region. 

Develop and execute a comprehensive personal sales plan to meet predetermined goals for convention, meeting and event bookings, sales calls/contacts and site inspections. 

Actively expand the base of qualified customer prospects through new business development and account qualification. 

Accurately manage data in the Destination 3000 (D3000) computer system. Data input includes but is not limited to maintenance of account and contact information, recording meeting specifications and history, producing and distributing sales leads to industry partners, and follow up on responses. 

Prepare creative, high quality bid proposals and presentations for group business. 

Develop and maintain effective working relationships with accommodation, attraction and service partners in order to maximize selling opportunities. 

Initiate, coordinate and participate in key sales initiatives that include travel to clients, industry trade shows, sales missions and client events.

Provide timely follow up with clients, data input into D3000 and trip reporting to the Assistant Vice President of Group Sales and Services. 
Participate as a representative of ACVB at various off-site meeting and events where travel is necessary.

Maintain an awareness of competitor’s products and promotions.

EDUCATION AND EXPERIENCE:
Bachelors degree, preferably in hospitality management or marketing.

Minimum of two years of hospitality or related industry sales experience required. 

Experience in association and convention sales a plus. 

JOB COMPETENCIES AND SKILLS:
Persuasive and concise verbal and written communicator. Knowledge of destination sales and marketing principles related to the market is essential. Must be able to formulate and implement marketing/sales plans, programs and budget. Demonstrate ability to plan, coordinate and execute sales related FAMS, missions, presentations and client events. Proficient in Microsoft Word, Excel, Outlook, PowerPoint and familiar with database management software. 

COMPLEXITY OF DUTIES:
Creative. Ability to multitask while focusing on the annual goals is essential. Exhibit sound judgment and discretion. Perform routine and semi-routine duties according to established guidelines and procedures. Make decisions under pressure. Work independently or take direction as well as provide direction to others.  Understand that aspects of the job description may change based on changing organizational needs and market conditions. 

SUPERVISION:
Works under the direct supervision of the Assistant Vice President of Group Sales and Services.
WORKING CONDITIONS:
Position expected to spend 75% in office and 25% of time traveling.  Work is performed in an office environment with exposure to traffic.

CONTACT WITH OTHERS:
Internal contacts include Asheville Chamber of Commerce personnel and Department directors. External contacts include local, regional and state tourism partners, members of the Chamber, and meeting and event planners at state and national levels are required.  

CONFIDENTIAL DATA:
Has access to marketing and sales information that are considered confidential and should not be disclosed.

RESPONSIBILITY FOR ACCURACY:
Responsible for the accuracy of work performed.  Developing sales initiatives and implementing industry programs require a high degree of accuracy and attention to detail. 
MENTAL/PHYSICAL/VISUAL EFFORT:
The degree of concentration ranges from slight to intense based on the work being performed.  Position is subject to frequent interruptions which require varied responses.  While performing duties of this job, employee is routinely required to stand, walk, reach with hands and arms, talk and hear. Position requires visual acuity, manual dexterity and good eye/hand/foot coordination, bending, lifting, and carrying of sales materials and displays of 30-40 pounds.
