
JOB DESCRIPTION

TITLE OF POSITION:
Special Events Coordinator/F&B Assistant

DEPARTMENT:

Administration

REPORTING TO:

General Manager and Manager of Food & Beverage Operations

JOB SUMMARY:
This position is responsible for the successful administration of special events and the assistance with the food and beverage department.  To assist in the development of the food and beverage floor supervisors and front line service staff by means of recruitment, orientation, training, coaching and evaluation as outlined by the Clubhouse Manager.  Responsible for the continual supervision of service throughout the season and to perform specific tasks as requested by the Clubhouse Manager in their absence.  

Assists the Clubhouse Manager and Sales Representative to maintain event business by way of providing courteous and effective selling techniques.  To keep employees advised and updated of particulars pertaining to all events.  Responsible for the continuous supervision of service leading up to, during and following each event.  Performs specific tasks as requested by the Clubhouse Manager while on and off site.

EVENTS COORDINATING RESPONSIBILITIES AND EXPECTATIONS:
· Communicate effectively with all Department Heads at all times 

· Exceed the expectations of guests by serving, catering and anticipating their needs

· Obtain updated event information from event contact

· Administer daily communication updates regarding banquets, tournaments and weddings.

· Maximize and achieve budgetary potential and objectives for revenue

· Provide direction and supervision of Event Team Leaders leading up to, during and following an event

· Perform post event evaluations following each banquet, tournament or wedding

· Formulate Staff Social Committee and coordinate staff functions

EVENTS COORDINATING DUTIES:
· Create, update and distribute function sheets as information becomes available

· Discuss event strategy with appropriate Department Heads as outlined by the banquet, tournament or wedding contact

· Participate in weekly departmental meetings summarizing future events and their details

· Identify and satisfy the guests needs in a profitable manner

· Conduct site inspections/tours as required and follow up with Manager of Sales & Events

· Build banquet, tournament and wedding packages catering to the needs of the guest

· Assist with preparation of documents for guest billing

· Be conversant with all liquor, fire and safety regulations as they apply to the operation of the clubhouse

· Have a thorough knowledge of set up, layouts and maximum room configurations for a variety of banquet activities including meetings, conferences, exhibits, receptions and banquets

· Set up mechanical systems for events including room temperature, lighting, music and fire systems

· Assist with preparation of post event evaluation reports

· Assist Food and Beverage department personnel as required

· Maintain and improve industry knowledge through training seminars and personal evaluations
FOOD & BEVERAGE RESPONSIBILITIES AND EXPECTATIONS:

· Provide high quality sales and service to pass holders and guests in the Club’s food and beverage outlets

· Ensure the smooth/efficient operation of the Grill Room, banquets/meetings and the golf course snack bar

· Assist with supervision, orientation, training and evaluation of food and beverage floor supervisors

· Ensures that all food and beverage floor supervisors comply with set rules and regulations as published from time to time or those which are found in the employee manual

· Provide a working environment that is conducive to effective and efficient work practices of the food and beverage floor supervisors

· Communicate to internal and external departments to ensure the effective execution of the food and beverage operation

· Maintain a clean and presentable food and beverage operation at all times

· Conduct and supervise opening/closing duties as outlined by the Club’s policies and procedures

· Act as a liaison between food and beverage floor supervisors and senior management

FOOD & BEVERAGE DUTIES:

· Keeps service and public areas always neat and tidy

· Ensures that all preparation and closing duties are performed according to policies and procedures 
· Supervises the service of banquets, events and reservations as required

· Executes any other duty as requested by immediate supervisor (Clubhouse Manager)

· Lead and assist the service staff including servers, bartenders, bus-persons and the golf course snack bar attendants

· Assist with the supervision of the food and beverage and housekeeping departments and to ensure that the Club’s standards and approved methods of service, safety and cleanliness are adhered to at all times

· Communicate with kitchen personnel in a timely and effective manner regarding quality control, events (banquets, meetings, weddings), special buffets and daily reservations

· Daily departmental communications regarding banquets, weddings, meetings buffets and reservations

· Ensure that all departmental operational procedures are adhered to in the absence of the Clubhouse Manager

· Ensure all food and beverage floor supervisors report for duty on time, in correct uniform and are wearing name badge at all times

· Update all food and beverage floor supervisors to revisions in reservations and events including changes to numbers, menus, locations, times and style of service

· Assist with the training of the food and beverage floor supervisors, ensuring that they have the necessary skills/tools to perform their duties with maximum efficiency

· Review clubhouse service areas continually throughout the day to ensure they are neat, clean and organized and visually attractive

· Maintain good working relationships with colleagues and all other departments at all times

· Aid in the process of beverage inventory, tracking, spillage and waste procedures

· Inspect, organize and report linen/table skirting inventories to Clubhouse Manager and to ensure an adequate supply is available for weekly functions and events

· Monitor in-house music system ensuring that selected music is suitable for the guests’ listening pleasure

· Govern storage, issuing, tracking and collection of employee uniforms

Goals and Objectives:
To exceed the expectations of the guest by offering consistent and courteous service from the time they contact the operation until the time of conclusion of the event.  To grow and develop as a prominent team leader by using effective coaching, training and motivational techniques with the food and beverage floor supervisors.  And continue to learn and grow in the food and beverage industry.

JOB SPECIFICATION

PRIVATE 
Special Events Coordinator / F & B Assistanttc  \l 2 "Special Events Coordinator"
PRIVATE 
Performance Criteriatc  \l 1 "Performance Criteria"
· Assist the guest to achieve budgetary objectives

· Meet guests needs to ensure success of the function

PRIVATE 
Work Conditionstc  \l 1 "Work Conditions"
· Primarily inside work within an office environment

· Non smoking office

PRIVATE 
Work Characteristicstc  \l 1 "Work Characteristics"
· May be required to work on a shift basis, including weekends and evenings

· Must be able to work in a fast paced environment and be able to maintain organization

PRIVATE 
Professional and Technical Knowledgetc  \l 1 "Professional and Technical Knowledge"
· Solid understanding of the golf and country club industry

· Background in tourism/hospitality and event coordinating/meeting and banquet planning

· General understanding of audio-visual equipment

· A general background of emergency procedures (CPR, First Aid, etc.)

PRIVATE 
Skillstc  \l 1 "Skills"
· Supervisory and business management skills

· Good organizational skills

· Exceptional communication and interpersonal skills

· Quick evaluation and decision making skills

· Ability to answer telephones in a friendly, professional and efficient manner

· Sound command of the English language both written and spoken

· Basic understanding and knowledge of the food and beverage industry

· Serving it Right Certificate

· Ability to train and supervise new and seasoned employees

· Knowledge of all menu items including food, wine, spirits and beer

· Ability to operate a POS system including opening and closing supervisory procedures

· Keyboard and word processing skills, including use of Internet service

· Exceptional verbal and written communication skills

· Ability to work with minimal supervision

PRIVATE 
Time Considerationstc  \l 1 "Time Considerations"
· Ability to handle customer and interdepartmental inquiries in a quick, concise manner

· Ability to fulfill deadlines in terms of event planning
