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We are Proper
Our business is a family one, and we treat it, and everyone in it, as our own,  
respecting each others skills, expertise and point of view.

We are Partners
We can only be world leaders in sustainable mattress and comfort innovation  
by successful teamwork and harmonisation across our business.

We are Planet Friendly
Sustainability is at the forefront of all our decision making. We work with the 
planet, not against it.

We are Proud
We are proud of our heritage and being experts in what we do. We are proud to 
be part of the Harrison Spinks family and change the way the world sleeps.

We are Pioneering
We encourage our skilled teams to constantly develop their talent, build on 
their knowledge, and flourish in the workplace to innovate.

harrisonspinks.co.uk/work-for-us

Harrison Spinks is a family business with a focus on quality, innovation and sustainability. We’re not your average 
business, but if you’re willing to work hard, get stuck in and have some fun along the way, then we’d love to 

welcome you to our team. 
 

To help us achieve our vision of becoming world leaders in luxury sustainable comfort, we have five core values 
that we encourage everyone to work towards:

https://www.harrisonspinks.co.uk/work-for-us


Job Description

  Job Title:

  Reporting to (position):

  Hours of Work:

  Role Location:

  Job Objectives:

  Main Duties::



  Key Skills:

  Person Specification:

  Pay:

  Closing Date:

Send your CV and covering letter stating why you are interested in this role and outline the expertise you could offer if you  
were successful with your application to:

talent@harrisonspinks.co.uk

  Essential attributes:

• Hungry - a manageable and sustainable commitment in doing a job well and going above and beyond when it is truly required.

• Smart - asks good questions, listens to what others are saying and stays engaged in conversations intently.

• Humility - shares credit, emphasises team over self, and defines success collectively rather than individually.

mailto:talent%40harrisonspinks.co.uk?subject=

	Job Title 3: Sales & Events Coordinator
	Reporting To 3: General Manager
	Hours of Work 3: 5 days over 7, 40 hours per week. Evening & weekend working is required.
	Hours of Work 4: Hornington Manor - North Yorkshire
	Job Objectives 3: To support the in-house team with all event sales and operational processes at Hornington Manor. To be responsible for the taking and handling of event/accommodation enquiries including conducting show round appointments, producing quotes, proactive and reactive sales, completing events booking process and follow up calls. Assisting with the running of events, to create excellent customer service from concept to completion.
	Job Objectives 4: 
Champion excellence by demonstrating high level of attention to detail to provide a consistently elite level of service throughout our weddings and events.
To ensure consistent outstanding enquiry handling processes are implemented with every call, email, online enquiry and walk-in.
Good reactive and proactive sales approach to enquiries, ensuring no sales opportunities are missed.
To ensure excellent management of all pre and post event communications. 
To ensure the booking system is used for each enquiry and completed correctly.
To uphold the team SOP’s given to you.
To support the smooth running of all events and weddings. 
To ensure all details for bookings are up to date and included in the formal event itinaries.
To keep on top of enquiry handling, chasing and manage own time effectively.
To identify areas of upselling opportunity and be proactive in increasing revenue generation. 
Be the main point of contact for prospective clients/customers/guests. 
To support in the organisations of and attend Hornington's wedding open days (internal & external). 
Working with the wider operational team to achieve exceptional service from the beginning to the end of all events.
To support the Events Manager and General Manager in the completion of forecasts, budgeting and tracking documents as required. 
To ensure use of our agreed Terms & Conditions and deposit policies for all bookings.
To compose event invoices, asssit with day to day financial admin and sales reporting.  
Complete any additional sales and event oriented tasks, within reason, as requested by the EM and GM. 
To live the Harrison Spinks Values everyday day without compromise

	Person Specification 3: Results focus – a true passion to deliver outstanding results. 
Continual improvement mindset – curiosity for uncovering, and maximizing new sales & marketing opportunities. 
Planning– able to accurately scope out length and difficulty of events. Sets objectives and goals. Measures performance against goals. 
Organising - Can marshal resources to get things done. Can orchestrate multiple activities at once to accomplish a goal. Uses resources effectively and efficiently 
Communication Skills – Clear verbal and written communication skills – able to express views clearly and succinctly in a variety of communication settings and styles. 
Active listening skills. 
Ability to work well in a team 
	Pay 3: Competitive
	Closing date 3: 
	Key Skills 3: Superb attention to detail and be driven by delivering exceptional standards.
Strong motivational skills. 
Organised with excellent personal presentation and good interpersonal skills.
Resilience and drive to get things right first time.
Good working knowledge of Microsoft Teams and the ability to use common MS application.
Excellent communication skills, both written and verbal.
Highly motivated with a proactive approach.
The ability to work independently and in a team.



