
 

Position: OCEC SALES MANAGER                                                         Reports to: Director of Sales and Marketing  

Scope and General Purposes: The Sales Manager is responsible for all areas of sales according to the standards of our 

combined facilities, the Ottawa Conference and Event Centre, the Hampton by Hilton Ottawa and the Courtyard by Marriott 

Ottawa East. It is a ‘hands on’ position and is actively involved on a daily basis in securing, qualifying and following up on 

leads to book specific business.  The Sales Manager will ensure that sales activities, top accounts and bookings are 

focused to yield maximum revenue at all times. 

Requirements  

 Strong customer service skills and ability to adapt to different styles of clientele 

 Excellent interpersonal and communication skills, both written and spoken 

 Professional attitude and appearance 

 Ability to prospect new clients 

 Must have proven sales experience in the hospitality industry or equivalent 

 Proficiency in word, excel, windows and PowerPoint are essential 

 Some experience in event management would be considered an asset 

 Experience with Social Media would be considered an asset 

 Bilingualism would be considered an asset 
 

Key Responsibilities 

 Meet with clients in order to determine objectives and requirements for meetings, conferences and conventions. 

Listen to and understand information and ideas presented by clients 

 Conduct site inspections, soliciting and generating new and repeat business 

 Prepare sales proposals to clients incorporating clearly defined terms and conditions 

 Coordinate all services for events, such as accommodation, facilities, catering, signage, displays, special needs, 

services and fine details 

 Maximize food and beverage revenues by upselling  

 Maintain existing accounts as well as building relationships with new clientele through email, telephone and one on 

one communication 

 Identify potential customers and their needs and expand the base by bringing in new customers 

 Respond to RFP’s from a variety of channels  

 Manage booked events such as conferences, meetings, trade shows and exhibits, corporate and social parties, 

weddings, charitable events and holiday parties 

 Complete function/banquet event orders, floor plans for all events 

 Make personal sales calls and travel to tradeshows when requested to produce leads for future business or to 

maintain good relationships with current clientele 

 Conduct post-event evaluations in order to determine how future events could be improved 

 Maintain knowledge of competitor’s sales and convention programs, including reader board monitoring at area 

hotels and convention centers in order to generate future leads and to be aware of the caliber of services delivered 

by our competitors 

 Increase awareness of our product through memberships, attending industry events, which may include working 

after hours 

 Promote and encourage inter-departmental cooperation and communication to improve service and overall guest 

satisfaction 

 Perform other duties and special projects as assigned 

 Be committed to achieve the company goals  

 



 

Knowledge, Skills and Abilities 

Sales Manager must have reasoning abilities to: 

 Apply common sense understanding to carry out instructions furnished in written, oral or diagram form 

 Use mathematical skills to interpret financial information and prepare quotes 

 Ability to identify and resolve problems in a timely manner and develop alternative solutions 

 Ability to present and express ideas and information clearly and concisely in a manner appropriate to the audience, 

whether oral or written 

 Must be able to prioritize departmental functions to meet due dates and deadlines 

 Ability to adapt to changing environments  

 Strong attention to details, organizational and planning skills  

 Ability to meet the demands of the work schedule, to be at work and on time.  May require the ability to work 

outside of regularly scheduled hours. 

 Maintain regular attendance in compliance with Bona Hospitality standards, as required by schedule, which may 

vary according to the needs of the facility 

 Participate in training, operational, sales and inter-department meetings as requested 

 Must possess a strong drive and business acumen to effectively sell and discern the best revenue opportunities for 

the overall property 

 Maintain a high standard of professional appearance and grooming which includes professional attire, polished 

and well-maintained footwear and a correct nametag when working 

Work Environment 

The work environment characteristics described here are representative of those an employee encounters while 

performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with 

disabilities to perform the essential functions. 

 Must be able to work effectively in a stressful environment, communicate well with others, effectively deal with 

guests and accept constructive criticism from supervisors 

 Must be able the change activity frequently and cope with interruptions 

 Must be able to walk up a flight of stairs 

 Must be able to perform duties inside the premises of the Ottawa Conference and Event Centre. 

Important note: Essential functions of this job are described under the headings above.  The job requirements and features 

are subject to change from time to time due to the then-current needs and requirements of the company. 

Start Date – November 1st 

Application Procedures: 

Please send the following in with your application with the Subject Line ‘Application for OCEC Sales Manager’ 

1. Current resume 

2. A cover letter clearly outlining your experience specifically related to the job requirements and why you believe 

you are prepared to handle this position in a dynamic and fast paced environment and to do so relatively 

independent. 

3. The names and contact information for 3 professional references. 

Any applications submitted without one of these criteria will not be considered. 

Send your application to Pamela DiNardo: 

Email: pdinardo@ottawacec.com  by October 15th, 2022 

No telephone calls or drop-ins please.  We greatly appreciate your interest but only those making it to the 

interview round will be contacted.  

 


