
 
 

 

Position Description  

Business Development & Sales Manager  

Division City Services 

Business Unit Venue Management 

Grade/Band Band 7 

Position Number  DW2021 

Date position description approved 15 March 2019 

 

Council overview      

At the City of Sydney our people are our most important asset and central to achieving our 
exciting and ambitious Sustainable Sydney 2030 – developing a green, global and 
connected city. The City of Sydney works to build socially sustainable communities that 
support a more inclusive Sydney – a city that is also more connected, liveable and engaged. 

From our high-quality facilities to local services and initiatives, we are dedicated to delivering 
the best city environment for business, work, living and recreation. 

 

 

Council values 

Our people are custodians of public trust and confidence. In recognising this, we are 
committed to building a high performing culture built on the values of collaboration, courage, 
integrity, innovation, quality and respect. These six core values guide everything we do at 
the City.   

 

 

Primary purpose of the position 

The role of the Business Development & Sales Manager is to lead the Business 
Development Team in developing and implementing strategic actions to achieve objectives; 
generating new business leads; fostering positive customer relationships and developing 
strategic partnerships. 

 

 

Key accountabilities 

Strategy  

Responsible for the development and implementation of strategic actions 
to achieve organisational objectives, including developing sales 
strategies; executing result driven promotional activities; identifying 
target markets, partnerships and business opportunities; cultivating 
market intelligence; and providing input in to the departments overall 
strategic direction. 

http://www.cityofsydney.nsw.gov.au/vision/sustainable-sydney-2030


 
 

People 
Nurtures a structured and supportive environment, valuing open 
communication, collaboration, and focussing on growing Team Members 
skills, experiences and capabilities. 

Customer 

Leads a pro-active sales team with an emphasis on developing new 
business opportunities with strong conversion potential; networking with 
stakeholders, suppliers and industry partners; and fostering long-term 
relationships with customers. 

Process 
Responsible for driving process efficiency in order to improve customer 
experience and / or team member effectiveness and have a positive 
effect on the bottom line. 

Performance 

Leads and manages a performance driven team with clearly set 
expectations and accountabilities, KPI’s and measurable objectives 
focussed on qualafiable lead generation, appropriate quality volume, and 
yielding revenue opportunities.  

Responsible for the Teams overall performance including achieving 
organisational objectives, driving financial performance and efficiency, 
exceeding customer expectations, and achieving other outcomes that 
derive a community benefit. 

Market 
Intelligence 

Is the departments primary source for qualitative market intelligence, 
analysing and interpreting data, statistics, trends and patterns, in 
conjunction with information gathered from Business Development; in 
order to provide a complete understanding of the market and basis 
strategic direction.  

 

 

Key challenges 

Strategy  
Establishing and achieving long term strategies that grow business whilst 
managing commercial, community and internal expectations. 

Customer 
The ability to develop customer relationships relative to industry 
expectations and competitor flexibility. 

Process 
The ability to implement industry standard practices within a legislative 
and political backdrop 

Performance 
Understanding and interpreting market trends and anticipating changes 
in customer behaviour and the ability to act on these in a timely manner. 

 

 

Key relationships 

Who Why 

Internal  

Venue Operations 

 Has an exceptional in-sync working relationship with 
Operations in order to sell the venue to its utmost capability, 
and to be able to confidently handover Events with the 
assurance that they will be delivered to the expectation 
promised. 

Catering (RA) 

 Partner with the Catering Team to share business 
opportunities, capitalise on each other’s networks, and work 
side by side in order to hone offerings, packages, prices 
and customer experience to that of market expectations. 



 
 

Who Why 

Grants & Sponsorship 
 Work closely with Grants & Sponsorship to cater the Grants 

Business Sector and drive occupancy by strategically 
targeting Grant business during need periods. 

Filming & Outdoor Events 
 Work in conjunction with the Filming & Outdoor Events 

team to cross-sell external space and facilities for events, 
activations, promotions and other business opportunities. 

Marketing 

 Work closely with Marketing to develop a structured and 
results driven marketing plan, hone specific messages and 
content, curate a digital image, and implement promotions 
through appropriate channels. 

 

External  

Customers 

 Develop positive customer relationships prior to and during 
the enquiry and ‘sale’ period through to handover to 
Operations, and then continue nurturing the relationship 
and cement repeat business. 

Corporate Clients 
 Encourage real connections with corporate clients and 

decision makers, enabling direct contact and 
communication in order to build repeat business. 

PCO’s 

 Foster solid working relationships with PCO’s and other 
event organisers to deliver their events; connect with their 
decision makers and clients; and in order to keep the City’s 
venues front of mind for future potential business. 

Industry Bodies 

 Cultivate a network of industry relationships and leverage 
the exposure to their members; garner market intelligence 
and awareness; promote the City’s offering; and partner to 
deliver events that showcase the City’s venues. 

Competitor Venues 
 Build positive transactional relationships to share market 

intelligence and foster a sense of competitive collaboration. 

 

 

 Key dimensions 

Decision making 

Responsible for making critical Business Development decisions in relation to promotional 
activities aimed to attract new business and generate leads; negotiate contracts, rates, terms 
/ conditions, and offerings; make data-driven yielding decisions; expend budget on Sales 
activities; and decide on the structure to effectively utilise the Sales Managers time and efforts. 

 

Reports to 

Manager, Venues & Public Spaces 

 

 

Knowledge & Skills 



 
 

Tertiary qualifications in either Management, Business, Events, Hospitality, Marketing or a 
similar discipline; or the ability to demonstrate the equivalent competencies gained through 
career or industry experience. 

Extensive industry experience (5 years or more) in either Sales, Events, or Marketing ideally 
working in a Hospitality, Venue or Service organisation, and at a Director of Sales or similar 
level.  

Demonstrated experience leading people and teams including recruitment and selection, 
performance management, building capabilities, and instilling a positive performance-
orientated workplace culture. 

Experience in Financial Management including budget preparation, procurement, income 
and expenditure forecasting and reporting; and an understanding of Governance principles. 

Highly developed skills at developing and implementing result driven strategic plans and 
objectives; in conjunction with rate, volume and yielding strategies; and demonstrated 
experience in managing and motivating teams to deliver success. 

Strong existing network of industry contacts, business partners, and potential customers; 
combined with exceptional influence, communication and negotiation skills; and the ability to 
network and build relationships across all levels of corporate, community and government 
sectors. 

 

 

Capabilities for the position 

The City’s Leadership and Management Capability Framework (LMCF) outlines the 
capabilities expected of people managers to perform well in their role. They are expressed as 
behaviours that show expected knowledge, skills and our values. There are capabilities for 
employees and managers which provide clarity, common language and consistency.  

 

Capability Group Capability Name Level 

Leadership  

Displays Awareness of Self and Others  Section Unit Manager - M4 

Cultivates Productive Relationships Section Unit Manager - M4 

Drives Results Section Unit Manager - M4 

Develops People and Culture  Section Unit Manager - M4 

Operates Strategically Section Unit Manager - M4 

Management 

Technology and Information Management Section Unit Manager - M4 

Finance and Resource Management Section Unit Manager - M4 

Asset Management Section Unit Manager - M4 

Risk Management, Safety and Compliance Section Unit Manager - M4 

Procurement and Contract Management Section Unit Manager - M4 

Project Management  Section Unit Manager - M4 

Change Management  Section Unit Manager - M4 

People Management  Section Unit Manager - M4 

 

Focus capabilities 

The capabilities in bold are the focus capabilities for this position. The focus capabilities are 
those judged to be most important at the time of recruiting to the position. That is the ones that 
must be met at least at a satisfactory level for a candidate to be suitable for appointment.  The 



 
 

table below outline the suggested focus capabilities for both Leadership and management and 
is a guide.   

 

 

Group and Capability Capability Leadership Expectation 

Leadership Attributes 

Drives Results  

 Takes responsibility for work 
quality and timeliness of results. 

 Sets high standards for customer 
service, best practice and 
continuous improvement. 

 Navigates complex and changing 
circumstances to achieve results. 

 Defines team and individual 
outcomes by understanding the 
needs of customers.  

 Regularly evaluates progress with 
early correction to ensure quality 
outcomes.  

 Drives accountability and 
continuous improvement by 
implementing effective reporting 
and improvement mechanisms. 

Leadership Attributes 

Develops People & Culture 

 Builds an inclusive workplace that 
brings the best out of people 

 Creates the environment for 
collaboration, high performance 
and productivity 

 Facilitates employee 
development to address business 
needs and support individual 
growth 

 Focuses on people’s strengths 
and champions individual and 
team development. 

 Actively recognises behaviour 
that delivers results and 
demonstrates our values. 

 Skilfully addresses and resolves 
individual and team performance 
gaps. 

Leadership Attributes 

Operates Strategically 

 Champions and supports change, 
reform and innovative future 
thinking. 

 Develops plans and prioritises 
work to meet strategic objectives. 

 Communicates the strategy and 
coordinates effort to deliver on 
strategic objectives. 

 Develops clear plans to 
implement the strategy. 

 Promotes creative thinking to 
address future challenges. 

 Aligns resources, people, 
systems and processes to meet 
priority objectives. Redirects 
resources and efforts to meet 
changing priorities. 

Group and Capability Capability Management Expectation 

Management Attributes 

Finance & Resource 
Management 

 Applies responsible financial and 
resource management to achieve 
value for money and support 
financial sustainability 

 Contributes to business planning, 
budgeting, forecasting and 
reporting through the analysis of 
operational information and 
trends. 

 Identifies and takes action to 
mitigate risk and maximise 
opportunities for effective finance 
and resource management. 

 Considers the financial impacts of 
future business models, projects 
and programs. 

Management Attributes 

Change Management 

 Applies effective planning, 
coordination and communication 
to change management 
processes to support quality 
outcomes 

 Translates change initiatives into 
practical plans that can be 
communicated to staff. 

 Clarifies roles, responsibilities 
and expectations during times of 
change.  

 Communicates and consults 
proactively with key stakeholders 
during change. Identifies and 
removes obstacles to enable 



 
 

 

successful change 
implementation. 

Management Attributes 

People Management 

 Applies effective workforce 
planning and performance 
management to optimise 
workforce productivity and 
capability 

 Analyses workforce data to 
contribute to effective business 
unit workforce planning. Builds a 
shared sense of purpose through 
ensuring that team members 
have cascading goals linked to 
the organisations strategic goals. 

 Makes effective recruitment 
decisions based on candidates’ 
skills, knowledge and experience 
consistent with organisational 
values and diversity goals. 

 Addresses and resolves team 
and individual issues in a timely 
and proactive manner to minimise 
any impacts on performance, 
engagement or wellbeing. 


