



JOB DESCRIPTION
Post: 	Sales Executive
Department:	Commercial Services
Location	Central London (W1), occasional travel within UK and internationally for client visits and exhibitions
Reporting to:	Senior Sales Executive
Hours:	Full time 37.5 hours per week, flexibility required for early/late client appointments, site visits, and industry events

Job Purpose
To maximise 1 Wimpole Street’s revenue by efficiently handling and converting incoming event enquiries into confirmed bookings, while maintaining excellent client and agent relationships. The Venue Sales Executive will provide exceptional customer service, ensure smooth coordination between departments, and support the overall commercial success of 1 Wimpole Street through effective diary management and attention to detail.

Key Responsibilities
Enquiry & Sales Management
· Manage your incoming enquiries for meetings and events, ensuring prompt and professional responses within two working hours.
· Prepare accurate quotations, contracts, and event documentation in the venue booking software Rendezvous (RDZ), with appropriate follow-up activity logged and tracked.
· Maintain a detailed understanding of the venue’s spaces, capacities, and services to confidently match client requirements and maximise booking potential.
· Work closely with the Senior Sales Executive to achieve revenue and conversion targets in line with departmental budgets.
· Attend promotional events and exhibitions to gain new client and agent contacts; with a measured follow-up and chase system in place.
· Attend monthly Sales and Marketing meetings to generate new ideas for product development and potential income streams
· Use the weekly sales meeting to report on leads, lost business, and enquiry trends to help inform sales strategy and forecasting.

Client Relationship Management
· Build and maintain strong relationships with clients, agents, and repeat bookers, ensuring a positive customer experience throughout the enquiry and event cycle.
· Conduct fact-finding conversations to understand the client’s objectives, providing advice and offering suitable upgrades, add-ons, or value enhancements.
· Arrange and host site visits for confirmed and potential clients, showcasing spaces and event capabilities in a professional and engaging manner.
· Negotiate contracts effectively, ensuring commercial viability and alignment with business goals.
· Ensure deposits, credit checks, vetting and post-event invoices are processed accurately and on time.
· Work with the Senior Sales Executive to resolve client issues quickly and effectively, maintaining positive long-term relationships.

Event Coordination & Delivery
· Effectively diarise events to avoid clashes and maximise utilisation of venue spaces.
· Liaise with operational teams to confirm details and ensure all client requirements are accurately communicated, resolving any potential issues in advance.
· Meet and greet clients on the day of their event, acting as the main point of contact to ensure seamless delivery and a high level of customer satisfaction.
· Ensure booking sheets, event notes, and communications are accurate and circulated promptly to clients, agents, and service providers.
· Produce supporting event materials such as function menus, place cards, and seating plans where required.
· Collaborate with the Finance team regarding invoice queries, deposits, agency commissions, and debtor follow-up.
· Support all members of the Events team at 1 Wimpole Street and undertake any reasonable requests as and when necessary at the request of your line manager or departmental head.

Key relationships
Internal: Deputy General Manager, Sales Manager, Business Development Executive, Sales Team, Service Providers: Operations, Audio Visual, Chef’s Brigade, Club Operations, Accommodation

External: Commercial clients and RSM Members, users of the Society’s conference and events venue (1 Wimpole Street) and Club and accommodation facilities.  Suppliers for events services

Person Specification
· Proven track record in event sales, planning and negotiation within a venue or hotel
· Strong customer service and communication skills with the ability to build rapport quickly
· Professional client relationship building and management 
· Exceptional organisation skills with attention to every detail
· Experience of drafting quotations to match a client’s budget and monitoring and keeping expenditure to within budget
· Self-motivated and able to work on your own and well under pressure
· Good venue product knowledge – room layout possibilities, food, wines, technology, etc.

The following competencies are essential: Professional, Commercially aware, Negotiation skills, Customer focussed, Collaborative, Organised, Flexible/adaptable team player

The list of duties above is not to be regarded as exclusive or exhaustive. There will be other duties and requirements associated with your position and you may be required to undertake such duties as may be reasonably required of you.

The post holder must always when conducting responsibilities and interacting with others:
· Uphold the RSM values. Specifically treating others with RESPECT, INVESTING in people to help them develop and grow, striving to continuously IMPROVE what we do by setting ourselves and others stretching objectives and measuring outcomes, LISTENING to colleagues, customers and COLLABORATING to achieve more new ideas, DELIVERING our intentions. 
· Adhere to the Society’s Health and Safety regulations and ensure the safety of oneself and others engaged in the RSM premises and work by reporting hazards to a senior manager for address or taking actions (where possible) to remove safety hazards. 
· Adhere to the Society’s GDPR regulations and only use data as required to undertake their role and handle it in an appropriate and confidential manner.
· Fully subscribe to the spirit of and adhere to the Society’s people policies the RSM’s Code of Conduct.
· Be well presented with formal business attire during client meetings, and when representing the venue offsite.
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