Job Description - Catering Maitre D’
Reports To:
Catering Supervisor

Summary: The Catering Maitre D’ is responsible for assisting in the proper delivery of all food and beverage for conferences and conventions held in the Hotel and following all standards prescribed by management.

A.
Duties and Responsibilities
1.
Be on-site as functions demand, acting as the contact person for the group when the Food & Beverage Manager is unavailable.

2.
Handle client complaints immediately.  If unable to, contact the F & B Manager for resolution.

3.
Inform the appropriate persons of the need of supplies to meet the operations needs.

4.
Co-ordinate room set-ups.

5.
Co-ordinate the general housekeeping of the entire catering department.

6.
Ensure staff perform in keeping with the standards prescribed.

B.
Product Quality
1.
Consistent check of Catering Services.

2.
Quality checks of meeting rooms.

3.
Ensuring that services and set-ups meet the client’s specifications.

4.
Report any deficiencies to management.

C.
Customer Service 

1.
Liaise with the F & B Manager to ensure all client needs and requirements will be met.

2.
Provide quick service for last minute changes.

3.
Check food and beverage or coffee break schedule if applicable.

4.
Attitude and appearance.

5.
Inspection of meeting rooms prior to guest arrival ensuring that client specifications have been met.

D.
Team Work
1.
Effective communication skills.

2.
Personal development and growth.

3.
Be friendly and helpful to all co-workers.

4.
Teach your partners all skills and procedures which may assist them in satisfying the client.

5.
Maintain positive relations with co-workers and management.

6.
Perform extra duties from time to time as required.

