
 

 

Sales and Event Manager  

Salary – negotiable dependent on experience  

Frame Farm is home to our exclusive venue nestled in a peaceful valley below the village of 
Benenden. The Grade II listed barns provide a stunning setting for weddings, parties, events and 
holiday lets with every convenience for private or corporate clients alike.  

The Oak Barn, The Byre and Weaver's Cottages have been lovingly restored within this magical, 
valley location and offer state of the art facilities, beautifully incorporated into the historic fabric of 
the buildings. The barns and cottages are grouped around a traditional farmyard, surrounded by 25 
acres of sheep grazing with magnificent views across The Weald.  

We are now looking for a Sales and Event Manager to be responsible for the running of the office 
and support a small team, with viewings for prospective couples as well as running weddings and 
organising events and holiday lets. The ideal applicant will be efficient, practical and comfortable 
working within a team environment, and enjoys a flexible and diverse role. An individual who is 
extremely organised, resourceful and a good problem solver would excel within this role. Previous 
experience within the events, public relations or hospitality would be preferred as well as someone 
looking for flexibility, as shifts are scheduled well in advance.  

Responsibilities:  

• All aspects of Event Management including but not limited to overseeing caterers, suppliers, 
facilities, equipment, grounds, staff 

• Showing prospective couples around the venue and securing bookings  
• Contribute to business marketing, ecommerce and website content 
• Responding to all incoming leads and requests for information, ensuring they are all 

qualified and always maintaining the highest standards of customer service 

• Following up on open quotes for further action and gaining feedback from customers on 
decisions made  

• Managing the accommodation  
• General office administration, answering incoming calls and other receptionist duties  
• Generating memos, emails and reports when appropriate  
• Assuming responsibility for maintenance of office and equipment  
• Maintaining office and cleaning supplies by checking inventory and ordering of items  

Essential Skills & Experience:  

• Strong leadership and management style to support the existing team  
• Ability to finalise sales  
• Flexibility to adapt and respond to a varied workload and to focus on competing priorities 

within set time frames 
• Strong organisation skills and attention to detail  
• Exceptional communication and people skills  
• Previous experience within an events or office management position  



• Demonstrable ability to multi-task and meet organisational deadlines  
• Ability to recognise potential issues in advance and to find a solution to avoid problems or, 

alternatively, to report them before they escalate  
• A customer-oriented approach  
• Excellent knowledge of PCs and MS Office  

 

 

 

 

 

 

 

 

 


