Job Descriptions - Banquet Porter
Reports To: Catering Supervisor

A.
Guest Service
  1.
Greet the customer upon arrival.

  2.
Ensure that all set-ups are correct and complete.

  3.
Provide quick service for last minute changes.

  4.
Ask customer if anything else is needed.

  5.
Advises Catering Supervisor of any guest complaints.

B.
Attitude
  1.
Proper dress code at all times.

  2.
Well groomed and clean shaven at all times.

  3.
Always punctual for scheduled shifts.

  4.
Good attendance record.

  5.
Follows established Company Policies and Procedures.

  6.
Full knowledge of Fire Procedures.

  7.
Report any deficiencies to management.

  8.
Maintain good positive attitude.

C.
Team Work
  1.
Be friendly an helpful to all co-workers.

  2.
Show respect to co-workers and management.

  3.
Teach you partners all skills and procedures which may assist them in satisfying the customer.

  4.
Performs extra duties from time to time as required.

D.
Completion of Duties
  1.
Completion of duties

  2.
Set-up all meeting rooms as per customer requests.

  3.
Clean out rooms at end of function and re-set rooms for next function.

  4.
Refresh all rooms during lunch break.

  5.
Ensure all Banquet rooms and storage areas are clean at all times and kept in proper condition according to company standards.

  6.
Take empty beer bottles to receiving area at end of night.

  7.
Keep portable Bars clean at all times.

  8.
Help take trolleys full of dirty dishes to kitchen area.

  9.
Always works in a quiet, orderly fashion so as not to disturb meetings that are in progress.

10.
Ensures Banquet check list is completed on a daily basis.

11.
Performs any other duties as required by management to ensure customer service.
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