Catering and Sales Manager | Modern Grove at Odysea in the Desert 
Are you a quick thinking individual that seeks challenges with enthusiasm and a strong sense of urgency and enjoys a competitive sales arena and the hospitality field?  Do you enjoy building relationships and continued people interaction where your flexibility and ability to "think outside of the box" is recognized and appreciated?  Are you persuasive by nature, but assertive and adept in securing new clients and insuring you are able to "close the deal"? Are you interested in selling space with a built in entertainment piece that is the first of its kind in Arizona?
If the answer is YES, Modern Grove at Odysea is looking for you!
Job Summary:
The Catering and Sales Manager reports to the Director of Sales and is primarily responsible for ensuring that revenue goals are achieved or exceeded by proactively prospecting, facilitating event opportunities as well as event execution.
Essential Duties/Responsibilities:
· Identify new business that fits sales parameters by using a wide variety of means/tools
· Prospect for new business through individual creativity and innovation
· Solicit local transient accounts
· Negotiate contracts, ensuring that all pertinent aspects of solicitation and closing are complete and documented
· Outreach via phone to targeted markets
· Maintain accurate information in sales management tool on all new and ongoing leads and accounts, including solicitation efforts and all activities up to date
· Follow proper procedures for event execution to include, but not limited to, BEO creation, F & B forecasting, resume communication, amenity/VIP designation
· Produce accurate contracts, banquet/catering event orders and resumes within timeframe set by the Property by responding to all leads within 24 hours
· Maintain accurate and timely internal communication
· Conduct site inspections, local sale calls and attend appropriate meeting and planning training and client events
· Create a dynamic and positive relationship with guests from sales phase through on site execution of event
Job Requirements:
· Minimum one-year experience as a Sales/Catering or Event Coordinator or Event Manager
· Experience at a similar size Venue and/or quality hotel
· Must be willing to work some weekends/holidays depending on business demands
Ideal Candidate Will Have:
· Experience in internet research and database mining
· Basic understanding of event policies and execution
· Knowledge of general sales techniques or evidence of formal training
· Ability to be assertive and persuasive without being aggressive
· Excellent communicator with strong written and verbal communication skills
· Track record of developing long term relationships
· Ability to quickly evaluate alternatives and decide on a plan of action
· Organizational skills including follow-up, time management, ability to multi-task and manage multiple priorities in a fast paced environment
· Skills for problem-solving, analysis, effective decision-making, negotiation and interpretation of contracts
· Strong interpersonal communication and networking skills
· Ability to effectively present information in one-on-one and group situations to customers, client, and other employees of the organization
· Knowledge of Property features, benefits, and competing venues within the market
· Working knowledge of MS Word, Excel and Outlook
Physical Requirements:
While performing the duties of this job, the employee is regularly required to walk, sit, use hands to reach with hands and arms, and stoop, kneel, or crouch.  Ability to work in environment of varying temperatures up to 117 degrees. Must be able to lift/move and exert up to 50 pounds of force occasionally, and/or up to 20 pounds of force frequently or constantly to lift, carry, push, pull or otherwise move objects. Specific vision abilities required by this job include close vision, color vision, and ability to adjust focus.  Finger dexterity is required to operate a computer keyboard, calculator and other office/IT equipment. 
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