JOB DESCRIPTION

TITLE OF POSITION:

Porter

DEPARTMENT:


Food & Beverage

REPORTING TO:


Manager of Food & Beverage Operations

JOB SUMMARY
To exceed guest’s expectations by aiding in the preparation of the Clubhouse for daily operations and special event banquets. 

RESPONSIBILITIES & EXPECTATIONS

· Receive and stores deliveries, and transports items to and from the clubhouse.

· Ensure that all preparation and banquet duties are performed in a timely manner.

· Execute any other duties as requested by immediate supervisors. 

DUTIES & TASKS

Human Resources Assistance

· Stay current with the Club’s policies and procedures.

Operational Assistance

· Transport requested items from the clubhouse to the course throughout the day. 

· Assist with co-ordination and services for all clubhouse events.

· Sets up equipment and furniture according to banquet planner.

· Report on time and in proper uniform.

· Receive/count/check all goods delivered to the club and store them in correct areas. 

Financial Assistance

· Assist with ensuring that department budget is strictly adhered to and that all costs are controlled.

Administration Assistance

· Assist with maintaining an attractive and an orderly appearance in the clubhouse and banquet facilities.

· Ensure proper ordering, receiving, storage procedures are being followed.

Promotion Assistance

· Positively promote the Club throughout the community.

· Attend to guest requests and attend to guest complaints as required.

· Attend and contribute to department communication meetings. 

JOB SPECIFICATIONS

Porter

Performance Criteria

· Contributes to the smooth and efficient running of the Housekeeping Department on a daily basis. 

· Ensures safety conditions are in place for employees and guests of the club.

Work Conditions

· Primarily inside work within a clubhouse environment

· Some outside work required

· Non-smoking environment inside the clubhouse.

Work Characteristics

· Will be required to work on a shift basis, including weekends, evenings and holidays.

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

Professional & Technical Knowledge

· Solid understanding of the golf and country club environment

· Background in housekeeping and/or tourism & hospitality industry

· Education related to the industry 

Skills

· Organization

· Communication

· Quick evaluation and decision making

· Strong comprehension of English language (oral & written)

· Understanding and knowledge of housekeeping and/or hospitality industry 

Time Considerations

· Must be able to meet deadlines as required.

· Work efficiently in a non-supervised position

