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Job title: 

Reservations/Revenue Manager (Perm/Full-time)
Department: 

Room Reservations

Responsible to: 
Head of Sales & Marketing
Job purpose:

· Forecasting for the current month, rolling three months in advance.
· Setting and adjusting room rates, based on current market demands/competitor analysis, via the channel management.

· Preparing and producing month end reports for Head of sales & Marketing.

· Checking the commission claims that come in from agents that they balance on our system.

· To actively strive to maximize room occupancy as per room budgets targets, aiming to achieve the optimum room rate.

· Respond to communications form guests, travel agents and internet agents concerning reservations arriving by mail, email or fax.

· Process reservations, cancellations and modifications and keep records of these.

· To fully utilize the sale opportunities of both active & reactive telephone sales.

· To supervise the smooth running of the Reservations Department.

Main duties:

· Room reservations including, group, leisure, corporate and wedding reservations.
· Briefing reception and other departments concerned, regarding any new special rate packages or rate information.

· Setting management accounts for accommodation routing.

· Plan and arrange training schedules when required, with Reception and Reservations Department.
· Room allocations and preparing rooming lists.

· Knows the different room types, their location and layout.
· Arrange marketing for room sales.
· Knows the selling status, rates and benefits of packages and plans.
· Creates and maintains reservation files by date of arrival.
· Booking off stables staff rooms in advance.
· Prepares letters/ emails of confirmation.
· Communicates reservation information to the front desk.
· Processed cancellations and modifications and relays this information to the front desk.
· Understands the Hotel’s policy on guaranteed reservations, cancellations and non-arrivals.

· Process advance purchase payments on reservations.
· Respond to enquiries and make reservations as needed.
· When required, room show round with the guest.
· Be aware of front office procedures.
· To actively promote the selling of all other Hotel Facilities.
· To maximize the guest satisfaction and prevent complaints by ensuring that all guests are treated with the upmost understanding, kindness and respect.
· Carry out performance reviews.
Additional duties:

· Using third party sites.
· Be aware of Health and Safety procedures.
· Any other reasonable request made by the management.
Closing Date: Friday 21 May 2021.
Please email CV with a short covering letter to gmillar@ayr-racecourse.co.uk
