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Position Description – Weddings Sales Manager – Taronga Zoo 
	Title
	Wedding Sales Manager – Taronga Zoo   
	Date Prepared
	May 2026

	Reports to
	Director of Sales & Marketing 
	Approved by
	HR
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Position Overview 

The Wedding and Social Event Sales Manager is a representative of Trippas White Group at Taronga Zoo, responsible for the proactive and reactive sales of wedding and social events in a professional, courteous and efficient manner. This is a fast-paced role suited to a driven sales professional who uses established industry knowledge and a strong network to maximise existing opportunities, build meaningful client relationships and actively source new business across the wedding and social events market. The Wedding and Social Event Sales Manager is required to work directly with the Senior Event Sales Manager and closely with the wider event team, and is also responsible for the handover of confirmed events to the Wedding Planning Team to ensure a smooth, reliable and professional transition for the client.

Key Responsibilities 

Product Delivery & Quality

· Reactive and, where appropriate, proactive sales of wedding and social events
· Conduct professional and engaging site inspections with prospective clients and stakeholders as required, following up within 2 days of inspection
· Manage and respond to event enquiries, and develop tailored sales proposals and contracts in accordance with the pre prescribed packages created by Trippas White Group
· Undertake sales calls, preparation of proposals, venue search, contracting, hosting famils and attending networking functions
· Attend events, in particular VIP or industry events as required or as per direction from Director of Sales, as a representative of TWG. Represent TWG & Taronga Zoo with professionalism and an informative presence
· Ensure needs of the venue client/stakeholder and external clients are achieved in a professional, courteous and efficient manner
· Work with the Director of Sales and Marketing to develop packages and campaigns for the proactive marketing of wedding and social events at Taronga Zoo
· Consistently meet customer satisfaction targets to generate repeat business, referral and positive word of mouth, with a genuine understanding of the importance of creating memorable experiences for couples and social event clients
· Ensure all financial reporting throughout the sales process is conducted as per company policy, including prepayments and invoicing

Business Development & Client Relationships

· Proactively identify and generate new wedding and social event business through networking, industry relationships, referrals, showcases, venue events and other business development activities
· Develop, execute and review a progressive business development plan to drive wedding and social event enquiries, conversions and revenue
· Build and maintain strong relationships with clients throughout the sales journey, from initial enquiry through to event confirmation, ensuring a high level of service and client experience
· Attend and actively participate in sales team meetings, strategy sessions, showcases, networking events and industry functions
· Maintain strong knowledge of the wedding and social events market, including current trends, client expectations, competitor offerings and key industry suppliers




Leadership, Management and Employee Development
· Establish strong working relationships with all direct and indirect team members ensuring maximum engagement from all

Reporting and Budgeting

· Ensure that event proposals adhere to the pre prescribed event package costs
· Maintain a strong financial understanding, including sales reporting, budgets, forecasting and revenue management
· Ensure that events are entered into Ivvy in accordance to TWG systems & procedures
· Ensure that event accounts are created in Fedelta and at time of event confirmation (by way of signed contract & received deposit payment), deposit payment is applied to the respective account on the receival of funds
· Discounts applied to any services must be approved in advance by Director of Sales and Marketing

Compliance including Work Health and Safety

· Ensure that the OH&S program is implemented and that external suppliers and contractors and informed of the policies and procedures that must be adhered too.
· Ensure all incident reports are recorded and documented as per company standard
· Consult with venue management on issues which affect their health and safety, and ensure any concerns are considered and actioned appropriately to ensure a safe and secure workplace is maintained.
· Ensure knowledge of legislative requirements, particularly liquor licensing and food safety is current and relevant
· Proactively manage the compliance with all legal and regulatory requirements.

Measurement of Success
	Competency
	Competency component/s

	Financial Acumen
	· Achieve revenue results in line with budget
· Ensure wedding and social events are sold to ensure maximum profitability
· Provision of revenue to be made through additional services, away from food & beverage, in line with TWG financial expectations
· Knowledge & understanding of sales budgets and regular tracking of forecasted revenue

	Customer Satisfaction 
	· Develop and maintain strong relationships with key Taronga stakeholders
· Complaints dealt with promptly, professionally and amicably and escalated to appropriate Director of Sales where necessary

	Compliance 
	Compliance with (including but not limited to):
· Trippas White Group Policies and Procedures
· Liquor Licensing
· Food Safety Regulations
· Federal and State Industrial Relations
· WH&S
· WorkCover
· Immigration

	Administration and 
Internal Procedures
	· Code of Conduct is adhered to rigidly
· Preferred Suppliers Policy is adhered to
· Company Policy and Procedures are understood, promoted and followed



Acceptance

I, ____________________, have read and understood the responsibilities outlined in this Weddings Sales Manager – Taronga Zoo position description. I acknowledge that this document provides a general overview of my role and may be subject to updates as required. I agree to this position description being revised on a regular basis to ensure relevance, currency and appropriateness.

SIGNATURE:	________________________	DATE:	__________
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