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	Post title:
	Account Manager

	Grade:
	JK

	Responsible to:
	Director of Harrogate Convention Centre

	Staff managed:
	None

	Directorate:
	Community Development

	Service:
	Harrogate Convention Centre

	Date of issue:
	January 2024


	Job context

	· Harrogate Convention Centre (HCC)  is one of the  UK’s most high profile event venues, nestled in the  unique Victorian Spa town of Harrogate.  This uniquely flexible world-leading facility provides for events, conferences, exhibitions and must-see entertainment.
· HCC is an extraordinary venue in North Yorkshire that excels in the top three criteria for a venue, namely destination, accessibility and facilities.  The 13,700 sqm of well-equipped versatile spaces, including a state-of-the-art 2,000-seat auditorium, as well as impeccable services from event management to catering and security, ensure clients have the best event experience.
· The postholder will work externally with potential and current clients, suppliers, industry links and bodies, regional and national links and internally with all HCC and NYC colleagues specifically in sales, marketing, catering, technical and events. 
· The main accountabilities of the post are:
· To acquire new business to maximise the potential of the HCC facilities
· To meet, or exceed annual financial targets
· To be commercially astute
· To be very focussed in achieving results and improved performance growth
· To process all sales to the completion of the contract
· To maintain revenue yields within budget
· To have extensive knowledge of, and to research, the UK and International events market and to use this information to influence the sales strategy and proactively sell the  venue.
· To have extensive knowledge of the venue, it’s capabilities and the destination to sell venue space and up-sell venue services, taking into account the impact on the local economy.





		Job Purpose:
	The Account Sales Manager role is key to acquiring new business and business retention, responsible for identifying appropriate conference, exhibition and corporate event sales targets and developing and maintaining client accounts. 






	Operational management:
	· To lead in processing all sales from the point of negotiation to the completion of contract
· To develop sales leads, (bespoke to the event buyer and according to the HCC sales process) to include sales lead management, facilities tours, chasing, closing the deal and securing contracts.
· To undertake effective negotiation to set the best possible venue space pricing rate, applying the HCC pricing policy, event intelligence, cost calculator and event P&L techniques for rate setting.
· Responsible for, and in association with HCC marketing staff, work on proactive sales campaigns to target diary gaps or build market niches.
· To lead in direct sales appointment setting and undertake national/international travel to attend appointments at client/venue bases or to sell at exhibitions/networking events etc.
· To create and undertake sales presentations as part of facilities tour, bids or target sales meetings.
· To understand and deliver sales according to the HCC pricing and negotiating policies.
· To confidently sell and negotiate the services offered by HCC
· To put the client first in all lead management and to present sales information according to the HCC brand and timed to suit client needs.
· To display proactive, enthusiastic and efficient customer service skills throughout the sales process.
· To oversee the contract process for event clients and to take personal responsibility for their accuracy and completion.
· To provide regular updates to manager and sales team regarding activities, attend weekly sales update meetings.
· To complete all administration pertaining to the role to include client correspondence, internal procedures, sales and financial target reports.
· To ensure operational and other HCC teams are fully updated with regard client accounts and new business conversions.
· To be trained in and to use, the Venue Client and Sales Management System. To take personal responsibility for accurate and timely data entry, updating and reporting.
· To establish and maintain new and /or existing services in the specified service area, leading project groups as required.
· To represent Harrogate Convention Centre at all relevant meetings with internal and external customers.
· To assist as required in managing the resources of the service

	Resource management:
	· Responsible for generating revenue in excess of £2m
· The post holder will be set quarterly targets in accordance with the venue’s financial year. 
· The post holder is personally responsible for meeting the quarterly targets and will aim to exceed these targets via event new business generation. Repeat bookings are not included in this target.
· The post holder must report on their sales figures/progress each week at the HCC Sales meeting and monthly via the Head of Sales report to HCC Exec.
· Ensure deployment of all resources to ensure an efficient service as directed by the Director
· Ensure change is managed effectively to ensure service delivery is maintained

	Partnerships:
	· To build a strong working relationship/knowledge base with specified clients and to have a wider knowledge of the full HCC client base.
· To manage the repeat business process, the negotiation of client contracts and secure onward bookings.
· To ensure, alongside HCC marketing, clients and event buyer prospects are updated with regard HCC news/updates.
· To regularly stay connected and communicate with, using a variety of methods, the specified client base.
· Work with external partners and other agencies to ensure that service delivery meets current plans and requirements in accordance with budgetary responsibilities.

	Strategic management:
	· To have extensive knowledge of, and to research, the UK and international events market and to use this information to proactively sell the HCC venue.
· To research and report market trends, sales trends and identify market sectors that exist and can be developed.
· To use market awareness and research to suggest areas for growth and improvement in all HCC products and services.
· As part of the sales process, to research each potential client carefully and offer bespoke venue solutions according to their specific event.
· To research potential client growth, via researching competitors and reviewing why clients have left HCC for other venues, or who have – as part of the sales process – favoured another venue ahead of HCC.
· To have extensive knowledge of the venue and destination to sell venue space and up sell venue services.
· To ensure a full working knowledge of HCC as a venue to enable all duties and responsibilities are carried out with maximum effectiveness. 
· To be personally responsible for regularly updating knowledge of the venue.
· To be fully aware of all HCC venue’s space and how they can be combined/packaged together to offer an attractive client solution.
· To understand the benefits of the destination and be able to communicate these to a client/buyer prospect to convert business.
· Responsible for the development and implementation of strategies associated with the operation of the service.
· Contribute as a member of the sales team to the overall running of the service.
· To evaluate/audit practices locally and nationally to ensure continual improvement of all processes.

	Communications:
	· Support effective communication, consultation and engagement on service delivery with all stakeholders and customers as appropriate 
· Collate customer  feedback, report and analyse information in order to ensure continual service improvement.
· Ensure communication of Council policy is effective to gain acceptance from all users of the service.

	Systems and information:
	· To ensure the development and implementation of effective systems to manage and support the work of the team.  
· To ensure that all queries from stakeholders and customers are responded to promptly and constructively in line with current targets and guidelines.
· To ensure all systems supporting the delivery of the service are accurately maintained including maintenance and updates.
· To provide accurate and timely information from the system as requested.
· To be responsible for data protection, information and computer security issues of the appropriate team.

	Safeguarding:
	· To be committed to safeguarding and promote the welfare of children, young people and adults, raising concerns as appropriate.



	
Person Specification:
	

	Essential
	Desirable

	Knowledge and Experience
· Strong and proven experience within a sales role and be able to demonstrate success
· Experience of working with CRM databases
· Strong IT skills to include use of all MS Office packages - Word, Excel, PowerPoint and advanced use of email and the internet
· Experience of research undertaken within a sales role
· Detailed knowledge of current trends, issues and initiatives within the particular service area
· Knowledge of process improvement techniques
· Knowledge of project management techniques
· Experience of working to and achieving deadlines and targets
· Experience of process development and improvement and maintaining accurate system records
· Experience of dealing with customers as well as public and private sector working
	
· Knowledge of event booking systems


	Occupational Skills
· Formal sales/negotiation/customer services training
· Exceptional communication skills
· Exceptional presentation skills
· Strong sales-based numerical, financial and analytical skills
· Negotiating/sales acumen skills
· Ability to report succinctly/verbally
· Ability to assimilate new initiatives, technology and software and interpret information.
· Influencing and negotiating skills
· Excellent people skills
· Able to effectively provide information, advice and guidance to develop others
· Uses a range of techniques to successfully persuade, influence and/or negotiate with others in a range of situations.
· Takes responsibility for and produces a range of solutions to problems.
	· Sales experience with a venue, events or hotel background


	Behaviours 
· link
	

	Professional Qualifications
· Evidence of further professional development
	· Professional qualification in appropriate subject area

	Other Requirements
· Must be flexible in approach to working hours and expect a degree of out of hours and weekend working
· National travel expected as an integral part of the role
· Exceptional interpersonal and client care skills
· Flexible and adaptable to change
· Work on own initiative, hardworking and driven
	





	Career progression:

	· At NYC we value our employees, and as part of this we can provide wider opportunities to progress in your career.  Through discussion with your manager identify areas of interest and consider avenues to progress to them, e.g., apprenticeships and work shadowing/coaching.  
· As a large council we have a range of roles, across our services, and can provide a wealth of career and development opportunities to help our employees find fulfilling career development opportunities. 
· For posts that are within a career structure, criteria to move between pay grades needs to be made clear.  Manager to remove this section if not applicable.




	
Structure

	



NB – Assessment criteria for recruitment will be notified separately.
Optional - Statement for recruitment purposes:  You should use this information to make the best of your application by identifying some specific pieces of work you may have undertaken in any of these areas.  You will be tested in some or all of the skill specific areas over the course of the selection process.


Director of Harrogate Convention Centre


Venues Sales Manager


4 x Account Managers
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