Albany Visitors Association

Group Travel Coordinator
Position Description

Hours: 
AVA office hours 8:30 to 5:00 Monday through Friday. Some weekends and evenings required. Hours can be flexible.
Reports to and evaluated by: 
The Executive Director

Overview: 
This position is 30 hours per week (6 hrs/day) any additional hours only with Director’s prior approval
Purpose of Position: 
To solicit leisure and business group travel for motor coach tours, conventions, meetings, and events that require lodging. Work with tour operators and conference organizers to plan their trip/event and then process those leads to hotels and area event venues
Work with media representatives and travel writers by pitching story ideas and helping host Familiarization Tours
General Description: 
The person filling this position should be organized, efficient, and flexible. She/he needs to be outgoing and friendly at all times. This person should be a good team player working in harmony with fellow staff, volunteers, community members and customers. The person filling this position must be knowledgeable of the facilities and services available in the Albany area. She/he must also be a creative, competent writer. It is necessary that this person function well under pressure.
Position Requirements:
· Ability to work as part of a team with other Association Staff
· Excellent public speaking skills

· Excellent written and oral presentations skills
· Must deal easily and professionally with one-on-one sales situations

· Ability to be organized in a busy open office environment

· Computer skills – to include Microsoft Office, InDesign, keyboarding skills, ACT (PC computer provided)
· Business attire required
· Experience in hospitality industry preferred
· Must keep Director and staff informed of schedule, obligations, and commitments
· Monthly report on progress 
Specific Duties:
· Develop and qualify leads which require room nights for conventions, meetings, and events
· Process sales leads to lodging properties and event venues
· Follow leads through to event - assist scheduling of tours, speakers, caterers, welcome tables, etc. as needed
· Maintain client files and trace system, with accurate and detailed records of prospective clients and their needs
· Work tradeshows and attend related industry meetings and functions

· Cultivate and maintain good working relationships with local hotel personnel

· Conduct site tours with prospective clients
· Work closely with Director to identify new business opportunities 

· Assist in formulating the annual marketing plan and budget
· Work with Director and Travel Oregon to get Albany/Linn County in travel publications by pitching story ideas and hosting travel writers

· Prepare leads/conversion reports
· In conjunction with Director report to City Council and County Commissioners the results of efforts and help them celebrate our successes
· Other duties as assigned by Director
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