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Job Advert – Event Planner, Hilton Hotel
Hilton Hotels & Resorts


Birmingham
You must create an Indeed account before continuing to the company website to apply

Job Description
*Do you want to work for the UK’s #1 Great Places to Work 2021? *
As an Event Planner, you will be responsible for the successful event planning and overall execution of all Conference & Events that take place within the hotel. The Event Planner will interact frequently with customers and Guests to learn about their needs and develop relationships from which to earn repeat and expanded business.

What will I be doing?
Specifically, you would be responsible for performing the following tasks to the highest standards:
· Maximise all Meeting & Events Sales revenue opportunities through up selling of function items
· Ensure the highest standards of Event Management are in place including building relationships with new/existing customers in order to secure rollover business
· Manage the department’s day-to-day operations and activities, whereas implementation of the selling strategy yields meetings and events space
· Generate a culture of high-quality standards for relationship building, customer service, selling techniques, and billing and processing contracts
· [bookmark: _Hlk85960406]Build strong relationships with customers, Guests and Team Members in order to gain full understanding of their needs and work to serve them effectively
· Accurate administration and control of all Meetings and Events related reservations and blocks
· To ensure that all Function Sheets are handed over the Food and Beverage Operations Team every week for the following 7- 10 days outline and that all the information is accurate, confirmed and billing details documented and in line with the credit policy
· To meet & greet nominated conference contact or organizer to check on their satisfaction and the set-up of the meeting rooms on the day of the event
· To conduct Show rounds for companies & agents in line with the Company policy
· To support the Food & Beverage operations and room reservations team with information as required
· To ensure all information is relayed to the Chef and Operations Team in a timely manner to ensure they can order and roster effectively
· Attend Sales events, as required
· To support in other properties within the Cluster as required, according to the business needs
Additional Sales Involvement:
· Review business plans, identify gaps and ensure proactive efforts to fill capacity and meet set targets
· Contribute to the selling strategy of the hotel, and manage the departments’ adherence to achieving that strategy
· To raise invoices for Events in line with quotations and forward them to the accounts departments on a daily basis with relevant back up documentation to expedite payment
· Understand the competitive marketplace and implement approaches to ensure the hotel stays ahead in the local market
What are we looking for?
To successfully fill this role, you should maintain the attitude, behaviors, skills, and values that follow:
· [bookmark: _Hlk85959672]Able to develop positive working relationships at all levels
· To create a positive image
· Good personal presentation
· Good understanding of C&E business
· Company/competitor awareness
· Previous experience working in an Event Planning Environment
· Good administration skills
· Good organization skills
· Proven customer service experience
· Able to ‘close’ a sale
· Previous experience in a Sales environment – either proactive or reactive

What will it be like to work for Hilton?
Hilton is the leading global hospitality company, spanning the lodging sector from luxurious full-service hotels and resorts to extended-stay suites and mid-priced hotels. For nearly a century, Hilton has offered business and leisure travellers the finest in accommodations, service, amenities, and value. Hilton is dedicated to continuing its tradition of providing exceptional guest experiences across its global brands. Our vision “to fill the earth with the light and warmth of hospitality” unites us as a team to create remarkable hospitality experiences around the world every day. And our amazing Team Members are at the heart of it all!
BENEFITS
· Travel and food discounts: 30 discounted hotel nights per year plus 50% off Food & Beverage (subject to individual outlets)
· Free meals on duty
· Holiday: 28 days including bank holidays (increasing yearly)
· Pension scheme
· Discounted dental and health cover
· High street discounts: with Perks at Work
· Grow your career: access to a network of 6500+ hotels across 100+ countries (subject to local right to work rules)
· Personal Development: programmes designed to support your career
· 24/7 access to Employee Assistant Programme (EAP) & Wellbeing Hub
· Discounted Living Well Membership
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Personal statement

I am highly motivated person, able to demonstrate excellent communication and interpersonal skills. I work well under pressure, and I am willing to train. In the past 10 years I have done various online training courses to promote my knowledge in different areas in business. 
In addition to strong communication skills, I work effectively in a team and demonstrate advanced problem-solving skills which I gained through my experience working as a team leader. 
I am flexible, creative, and innovative in overcoming barriers for positive change. 
My drive and ambition ensure I am a valuable addition to any company. I have established a good relationship with clients during my 20 years ‘of experience working in hospitality.
I have ability to create positive working relationships with a large range of professionals, organizations, and individuals.
My interpersonal skills are very good, and I can communicate effectively with customers, professionals, and colleagues.




Employment history

Blue Coat School, Birmingham (September 2019 till April 2020)
Job title: Teaching Assistant Gymnastics
Planning and deliver high quality sports coaching sessions at primary schools after school gymnastic club. Good personal presentation and create a positive image.

Photographer at Siyana Stefanova Photography (2013 till present)
Running a small business, making memories by taking photos of family and children and establish a good relationship with my clients. Taking photos and company events.

Bella Italia Restaurant (0ctober 2004 till present), Birmingham
Job title: Supervisor
Role Responsibilities:
· Manage guest queries in a friendly, timely, and efficient manner
· Serve Alcoholic/non-Alcoholic beverages in conjunction with licensing/liquor regulations 
· Ensure knowledge of menu and all products
· Follow correct reporting procedures if faced with issues
· Ensure Food and Beverage orders are of a consistently good standard and delivered in a timely manor
· Booking reservations and training new staff

International Hotel Killarney (January 2003 - September 2004), Ireland
Job title: Receptionist and event planner
Duties: Organizing bookings and hotel events, dealing with customer requests and complaints. Setting up venues for different occasions.
Hilton Hotel (December 2001 – October 2002), Sofia, Bulgaria
Job title: Assistant event planner
Duties: 
· Organising events and set-up the meeting rooms on the day of the event.
· Build strong relationship with the customers and guests
· Supporting Food and Beverage operations
· Attend Sales events and closing sales



Kodak Digital Photo Studio (December 2000 - November 2001), Sofia, Bulgaria
Job title: Sales supervisor
Duties: Promoting products, advising customers, closing sales.
Contribute to the selling strategy and meet set targets.

Trust Academy Centre, Sofia Bulgaria (January 2000 – January 2001)
Job title: Business administrator 
Role responsibilities: providing accurate administration, raising invoices and organising the administration related to customers purchases.

BTL Telemarketer Company (October 1998 - October 2000), Sofia, Bulgaria
Job title: Customer Service Supervisor
Duties: Dealing with phone calls regarding online orders and applications

BTA - Bulgarian News Agency (January 1996 - September 1998)
Job title: Journalist
Duties: Writing an article, taking interviews, updating news

Education, Qualifications and Training Courses

CPD certificate in Business Administration Level4
CPD certificate in Recruitment Management Level 4
Level 2 NVQ Diploma in Hospitality Services
Award in IT User Skills ITQ
1994-1995 BULGARIAN NEWS AGENCY (BTA)
Media and public relationship training course
April 2006
Food Hygiene Course and Certificate




Hobbies and Interest

Photography, Psychology, Travelling, Netball, Interior Design.


Referees
"Available on request"

























                                    Cover Letter

Siyana Stefanova                                                                                                                             
                                                                                                                                                                 24/10/2021
sinistef@yahoo.co.uk
07862255654

Dear Hiring Manager,

I am writing to let you know that I am interested in applying for an Event Planner position in your company. I would describe myself as diligent, collaborative, and highly motivated person. I am very customer focused individual with strong leadership qualities and over 15 years of experience in the hospitality industry as well as event planning sector. I perform well under pressure and enjoy challenges.
As you can see from my resume, I have accomplished many skills related to the current position Hilton offering, including excellent personal presentation. Good understanding of the sales business. I have years of customer service experience and I am able to ‘close’ a sale.
I have a good understanding about competitive marketplaces and willing to do my best to ensure that Hilton will stay ahead in the local market. 
Building my own business helped me to develop positive attitude and create a positive image. My administration and organization skills are important when it comes to choosing and preparing venues. 
Currently I am looking for an employment which I believe I can grow and gain new experience.
As a global leading hospitality company Hilton can offer career progression which is one of my priorities in a job search as well as a good work-life balance. 
I am certain my experience and positive attitude, as well as my ability to work under pressure will make me an asset to your team.  
Would be great if you give me the opportunity for an interview to discuss the position I am applying for. Thank you for your time to review my resume and your consideration. I am looking forward to hearing from you.
Sincerely,
Siyana Stefanova

