
 
 

JOB DESCRIPTION 
 
TITLE:   Group Sales Coordinator  
 
REPORTS TO:  President/CEO 
 
FLSA STATUS:  Exempt [X]   
 

 
SUMMARY: 
The Group Sales Coordinator is a full-time position who works with the objectives of lead generation, qualification, and 
conversion of leads from leisure group travel, meetings, reunions, retreats, school groups, and student youth travel 
through sales calls, prospecting, digital communication, and tradeshow/event participations.  In addition, the Group 
Sales Coordinator will assist in international promotion and local sales partnerships and gathering sales and marketing 
metrics demonstrating bureau impacts. 
 
JOB DUTIES: 

• Manage, research and prospect group, student, meeting, and international opportunities. 
• Develop new group-friendly products, and partner on bid proposals. 
• Manage sales timetables and attend various trade shows and activities. 
• Support international sales efforts, including coordinating FAM tours, international advertising, and participation 

in sales missions when needed.  
• Project manages the development of marketing collateral designed to attract groups, fieldtrips, meetings, 

sports, international visitors, and student youth travel.  
• Maintain sales records, files and databases through sales software and generate weekly sales reports. Track and 

monitor monthly occupancy & group reports to hotels in service area.   
• Generate sales leads and definite bookings, to include appropriate hospitality partners and entire staff.   
• Develop relationships with hospitality partners to encourage them to find new ways of working with the group 

market. 
• Oversee bureau projects including Freedom to Equality Tours, Eagle Winter Shuttle Tours, and any other leisure 

facing tour the tourism bureau creates.  
• Manages schedules, reservations, and post-event invoices and check requests with the finance department.  
• Service cruise ship dockings and oversee shore excursion scheduling and logistics, manage post-docking invoices, 

and check requests.  
• Attend all staff meetings. 
• Other duties as assigned. 

 
KEY QUALIFICATIONS: 

• This position requires 3 to 5 years of related experience, degree in related field preferred. The candidate must 
have a high level of motivation, strong communication skills, and excellent time management. 

• Proven experience in sales with a track record of success.  

• Experience working in complex multi-stakeholder and multi-sales events with a solid understanding of the 
business objectives of the travel and events industry. 

• Experience and proven ability to drive positive results in a non-profit organization.  

• A thought leader with a solid understanding and demonstrated ability to utilize best practices, innovation, and 
key trends. 



• Deep understanding of organizations with multiple departments such as sales, marketing, finance & accounting, 
etc., and how to involve and maximize the resources available to achieve a business objective.  

• Experience working in complex multi-stakeholder environments, with a solid understanding of the business 
objectives of the commercial accommodation sector. 

• Experience leading and inspiring others through presentations, speeches, and strong executive presence in 
meetings.  

• Superb writing, editing and visual presentation skills, and the ability to produce high quality, professional, and 
easy to understand reports and products suited for business executives. 

• Strong computer literacy, including effective working proficiency in customer relationship management 
software, Microsoft Office programs including Word, Excel, PowerPoint, and Outlook, and Adobe Products. 

 
EDUCATION & CERTIFICATIONS: 

• University degree in a related field is preferred, will consider technical college degrees. 

• Valid driver’s license. 
 
PERSONAL ATTRIBUTES: 

• Proactive, solutions focused, and comfortable with the ambiguity of uncertain business outcomes.  

• Unrelenting drive for business results and strives for successful outcomes to ensure that long term plans 
become a reality. 

• Highly effective project management, prioritization, multi-tasking, and time management skills to meet 
deadlines. 

• Entrepreneurial, creative, energetic, self-motivated, and results oriented. 

• Exhibits an executive presence in groups, with exceptional communication skills, including internal team 
communications, presentations, and public speaking skills. 

• Collaborative with the ability to work cross functionally and with other organizations productively and 
constructively. 

• Adheres to the highest degree of ethics, diplomacy, and tactfulness, which includes solid negotiation, conflict 
resolution, and people management skills. 

• Inspires action and high performance. 

• Comfortable acting as a key contributor in a fast-paced organization. 

• Ability to work with a spirited and highly engaged executive team. 
 
WORKING CONDITIONS:  

• Occasional travel will be required. 

• Ability to attend community and business events on some evenings and weekends. 
 
COMPENSATION: 

• Competitive compensation package. 

• Annual salary based on experience. 
 
Send resume and qualifications to: 
Cory M Jobe, President/CEO-Great Rivers and Routes Tourism Bureau  
cjobe@riversandroutes.com or call 217/622-9630 
 

mailto:cjobe@riversandroutes.com

