JOB DESCRIPTIONS - ASSISTANT DIRECTOR OF CATERING
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. In addition, the assistant will take on primary responsibility for medium sized groups/meetings using the Conference Facilities.

A.
Duties and Responsibilities, Administration
  1.
Provide administrative support to the Director of Catering.
  2.
Ensure efficient communication between all departments.
  3.
To distribute to the necessary inter-hotel departments, detailed information relative to group activity.

  4.
Prepare and send out all correspondence concerning: Proposal, Function Contracts and Terms & Conditions within 48 hours of confirmation.

  5.
Maintaining an accurate Function Book and  filing system for the Catering department.

  6.
Maintain an accurate tracking of signed Function Contracts, Terms & Conditions, Rooming Lists, Deposits, etc.

  7.
Distribution of all Function Contracts by Wednesday at noon for the following week’s functions to the following parties: Director of Catering, Catering Supervisor, Porters, Kitchen, Front Desk/Night Audit. Distribution of these is of the highest priority.

  8.
Completion of change of status or revised contracts to the above mentioned parties in a timely fashion.

  9.
Assist in gathering guaranteed attendance numbers. They are required 3 business days in advance of functions.

10.
Invoices with Evaluation Forms should be promptly mailed out after verification from the Director of Catering.

11.
Handle all Catering inquiries and ensure timely follow up on the same business day.

12.
Take small/medium bookings, repeat or new, as required. Large requests for bookings, proposals or negotiations are to be passed on to the Director of Catering.

13.
To co-ordinate with all small and medium group meeting/banquet planners their specific group requirements with the services & facilities offered. The Chef is to be included in food related discussions.

14.
Directly responsible for medium/small function billings with particular regard to accuracy and timeliness (48 hours)

15.
Maintenance and accuracy of Function Book and to co-ordinate the booking of all meeting space with the sales department.

16.
Must have a complete knowledge of Fire Procedures.

17.
Ensure that hotel policies and procedures are followed.

18.
All other duties as required by the Director of Catering.

19.
Attendance and participation at weekly F & B meeting.

20.
Assisting in achieving the department’s maximum profitability and overall success by controlling cost and quality of service.

21.
Participation in Manager On Duty shifts as required.
B.
Duties and Responsibilities, Operations

  1.
Assure bar inventory for functions, including opening and closing inventories, accurate bar summaries and cash deposits are prepared.

  2.
Assure the maintenance of bar control policies.

  3.
Assure completion of requisitions where deemed necessary.

  4.
Assisting in achieving the department’s maximum profitability and overall success by controlling cost and quality of service.
C.
Service
  1.
Liaise on an on-going basis with the Sales Department to ensure all client needs and requirements will be met.

  2.
Handles property sites with clients.

  3.
Assists in the preparation of Sales Promotions & mailings.

  4.
Assist servicing banquets if required.

  5.
Telemarketing to previous clients to inquire about possible future bookings.

  6.
Work with the Chef and Catering Supervisor to ensure all arrangements and details are dealt with.

  7.
Establish a rapport with groups to ensure guest satisfaction and repeat business.

  8.
Minimize the number of customer complaints.

  9.
Handle client complaints immediately. If unable to, contact the Director of Catering for resolution.

10.
Ensure a professional attitude and proper business attire when on property, ready to meet or service a client at any time.
11.
Staff professional attitude and proper meeting Company appearance and uniform standards.

12.
Teamwork-Relations with co-workers and management.

13.
Quality of catering services.

14.
Quality of department phone handling.

15.
Meeting with convenors and confirming proper set-up of Function Room at time of Function while on duty.

16.
Participation in ensuring a high level of banquet service.

17.
Participation at medium size functions.

18.
Maintaining “I Can Do It” Service Standards

D.
Product Quality
Directly responsible for medium groups…overseeing for smaller groups:

  1.
Consistent check of Banquet Food and Beverage quality.

  2.
Consistent check of Banquet services.

  3.
Consistent check of Banquet Plate presentation.

  4.
Ensuring that services meet customer specifications.

  5.
Quality of meeting room set-up.

  6.
Report any deficiencies to management.

E.
Personnel Management
  1.
Effective communication skills.

  2.
Participate in staff training and development.

  3.
Ensure all staff have ‘Smart Serve’ certification.
  4.
Personnel selection.

  5.
Proper hiring procedures followed.

  6.
Department meeting being held monthly.

  7.
High employee retention.

  8.
Personal development and growth.

  9.
Discipline of personnel when required.

F.
Sanitation & Housekeeping
  1.
Participation towards overall Hotel Maintenance and cleanliness.

  2.
Achieving service that exceeds expectations.
  3.
Overall maintenance of the operation at a level in keeping with the standards prescribed.

  4.
Minimize the number of Workmen's Compensation claims.

  5.
Report any deficiencies in equipment and facilities.

PAGE  
1

