Job Description - Catering Coordinator
Reports to: Director of Catering

Summary:  To work as a liaison between all in house groups, conventions, meetings, and all departments of the hotel. The main purpose is to provide efficient operation of the Catering Department.

  1.
Provide administrative support to the Director of Catering.

  2.
Ensure efficient communication between all departments.

  3.
Handle all Catering inquiries and ensure timely follow up on the same business day.

  4.
Take small bookings repeat or new, as required. Any larger more detailed requests for bookings, proposals or negotiations are to be passed on to the Director of Catering.

  5.
Prepare and send out all correspondence concerning: Function Contracts and Terms & Conditions within 48 hours of confirmation.

  6.
Maintaining an accurate filing system for the Catering department.

  7.
Maintain an accurate tracking of signed Function Contracts, Terms & Conditions, Rooming Lists, Deposits, etc.

  8.
Distribution of all Function Contracts by Wednesday at noon for the following week’s functions to the following parties: Director of Catering, Catering Manager, Porters, Kitchen, Front Desk/Night Audit. Distribution of these is of the highest priority.

  9.
Completion of change of status or revised contracts to the above mentioned parties in a timely fashion.
10.
Assist in gathering guaranteed attendance numbers. They are required 3 business days in advance of functions. The Chef and the Catering Manager should be contacted immediately.

11.
Invoices with Evaluation Forms should be promptly mailed out after verification from the Director of Catering.

12.
Keep an accurate and detailed function book.

13.
Handles property sites with clients.

14.
Assists in the preparation of Sales Promotions & Mailings.

15.
Attends all Catering & Sales Promotions meetings as requested.

16.
Attend all required training sessions.

17.
Assist servicing banquets if required.

18.
Handle client/guest complaints and problems.

19.
Competitive analysis every six months by calling competition by gathering data such as Banquet Kits, Room Rental Rates, etc.

20.
Ensure proper business attire.

21.
Telemarketing to previous clients to inquire about possible future bookings.

22.
Ensure that hotel policies and procedures are followed.

23.
All other duties as required by the Director of Catering.
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