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	Position:
	Banquet & Event Manager 

	Department:
	Food and Beverage

	Responsible to:
	Food and Beverage Manager

	Responsible for:

Replacement by :
	Banquet/Seminars & Events

Food & Beverage Manager

Assistant F&B Manager
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Main Purpose of the Job:
	The Banquet & Event Manager under the guidance of the F&B Manager according to Company policies and procedures will carry out his /her duties based on the following fundamentals:


(
Maintains the highest standard of professional ethics


(
Emphasizes and projects a high image for the hotel


(
Is concerned with the operating objectives of the hotel

             (
Operates with maximum transparency thereby projecting the truth about general                               observations.

Key Functions:
Maximizes the prompt efficiency of the Banquet & Event operation and ensures guests satisfaction. Depending on occupancy of the hotel and the forecast of events & seminars; his duty will be defined within the F&B operation .


Key Result Area: Guest Satisfaction

Main Duties responsibilities

· Proposes and summarizes Banquet folder- presentation of Banquet facilities

· Update of printed documents- Event album of previous events as well initiating new packages

· Liaison with Marketing department on & off property.

· Set up of Guest history and trace the feedback received for permanent upgrade of our product

· Offers guests service related to their request and in support with supplier and guest relation

· Coordinates guest transportation with Guest Service to and from the event.

· Communicates inquiries of the event to the F&B department/ the operation ( BEO)

· Familiarize him/herself with company standards in liaison of sister properties

· Maintains a high standard of different services – frequent training effort in line with the assigned team

· Promote special events related to banquet venues. Develops promotion for individual venues  & occasion

· Anticipate guests needs prior , during and after the event to sustain repeat business.

Key Result Area: Employee satisfaction

Main Duties responsibilities

· Assigns the “event team” to the nature of the Meeting/ Seminar

· Coordinates Employee issues with support department.

· Continuous update on Banquet related service .

· Updates constantly the standard of operation  &  the set up

· Attends regular meeting(s), supports the Marketing dept by translating guest needs concerning F&B operation.

· Plans yourself on a diary with a list of activities to be done on a daily, weekly, monthly base, considering new modifications and improvements for the operation.

· Coordinates Banquet staff transportation – schedule includes related assist such as Entertainment , Housekeeping or Engineering support

· Maintains statistic, related to events and manning development

Key Result Area: Financial Performance

Main Duties responsibilities

· Keeps record of all uniforms distributed to staff.

· Bills of uniforms if employee resigns.

· Produces all Banquet logbooks and related trace files such as F&B cost statistic etc.

· Updates staff file: salary increase, date of hire, who on duty.

· Follows up requisitions and purchase orders, is responsible for the P&L 

· Controls F&B stationery and office material’s stock.

· Control of key handling. Inventory reports with Account of deficit.
· Produces and recorded monthly attendance sheet for the BQ. outlet- document payroll for Events
· Is aware of any activities/ events operating within the hotel in order to promote and maximize sales at all times.

· Suggests ways of reducing costs without effecting the quality and standard of the hotel.

· Ensures energy and water saving.

· Financial Forecast and assist in Budget preparation- produces weekly / monthly forecast.

· Monitor of Sales efficiency of profit center

· Compares key figures with sister companies – cross examine the market with rep. Sales offices

· Maintains operational equipment on the highest standard as well as monitors the market for upgrades

· Report the status of maintenance issues with trace and follow up.

Key Result Area: Environmental Awareness

Main Duties responsibilities

· Coordinates with housekeeping for cleaning and floral decoration.

· Operates all equipment as per the operational guideline .
· Has full knowledge of the hotel safety and emergency procedures.

· Complies with statutory and legal requirements for fire, health and safety, hygiene, licensing and employment.
· Is aware of all local customs.
· Min. cost and waste before, during and after the event.
· Guarantees a consistent cleaning standard before and after the event
Fundamental attitude factors:
May be called upon a times to perform other duties which are not included in this job description.
The ultimate objective of the Banquet Manager to performance is the achievement of total customer satisfaction.
A key responsibility for the Banquet Manager  is to establish and maintain a good relationship with superiors, colleagues and subordinates at all times.

Motivates his/her colleague to ensure proper service and good cooperation.
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I confirm that I have read and agreed this job description explaining the main duties & responsibilities of my job:

	Signed:
	(Job Holder)

	Print name:
	

	Date:
	

	
	

	Issued by:
	(Departmental Manager)

	Print name:
	

	Date:
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