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Job Number:
0768


Job Title:

Lead Banquet Assistant

Date:


10/2022
Primary Reason Classification Exists

To effectively assist and lead part-time staff with event set-up, food and beverage service, guest attention, and overall logistics of banquet events to provide an outstanding customer experience while maintaining the Community House standard for excellence.   
Distinguishing Features of the Class

This position serves as a lead position, guiding and assisting part-time staff with overall logistics of banquet events (set-up of tables, linens, chairs, place settings, buffet, etc., serving food and beverage, guest attention, and clean up).  This position requires the ability to function as part of a team, with the ability to take instructions as well as provide guidance and direction to part-time staff, so strong communication skills are essential.  This position must be flexible, as it could be involved in a wide variety of tasks and duties depending on the needs of the moment and event.  The ability to maintain composure in a fast-paced environment is critical.  The employee is subject to hazards associated with food service including exposure to various hazards such as high temperatures, noise, moving mechanical parts, electrical current, and may be required to work in close quarters.  Work is performed under general supervision and is evaluated through observation, feedback from patrons, quality and quantity of food, organization and cleanliness.
Illustrative Examples of Work

· Assists with set-up of tables, linens, chairs, place setting, buffet set-up, etc. for full service of banquet events. 

· Leads and directs part-time staff in event duties and task assignments and monitors work in progress and advises on performance.
· Resolve guest complaints and operational problems and exercise effective decision-making ability. Report food related problems to Manager.

· Serves food, refreshes drinks, and clears tables.
· Communicates any patron needs or issues to appropriate staff.

· Maintain effective communication with Banquet staff, be responsive to staff suggestions and concerns and work to resolve problems. Meet regularly with staff and ensure that staff is kept aware of issues relating to Banquet department and general community house operations. Attend meetings as scheduled and maintain effective working relationship with all city departments.

· Ensure adherence to all regulations concerning the service, handling and storage of alcoholic beverages. Train staff on procedures for discontinuing service to and handling of intoxicated guests and assist when needed.

· Supervise the proper handling and storage of all Banquet furniture, fixtures, equipment, and supplies, schedule cleaning of function rooms and service areas, and assign cleaning tasks to staff.

· Ensure department is stocked with adequate supplies of all service ware, linen, condiments, dairy products, juices and all other items used during service. Ensure that staff is trained on and follows storeroom and requisition procedures.

· Maintains dining hall floor, tables, food service stations, in a clean dry condition at all
times. 
· Ensure health department requirements are met.  Includes sweeping, mopping, washing worktables, refrigerators, meat blocks, and dish room.   

· Collects, segregates, and removes trash and garbage from building.
· Keeps records on food served to various groups to help plan variety for groups meeting regularly.

· Meets with customers for event planning and meal pricing.

· Draws out and positions tables and chairs according to event needs.

· Sets tables and buffets for serving.

· Performs related duties as required.

Knowledges, Skills, and Abilities

· General knowledge of sanitation requirements associated with the preparation and serving of foods.

· General knowledge of the use of various pieces of cooking equipment used in commercial and institutional kitchens.

· Ability to function as a part of a team, displaying willingness and ability to perform a wide variety of related tasks to ensure a successful event.  
· Ability to maintain high standards of personal cleanliness, as well as food sanitation.

· Ability to maintain composure while in a fast-paced environment and displaying a sense of urgency.
· Ability to provide courteous, polite, friendly, and responsive service when dealing with customers and coworkers.
· Ability to communicate effectively in oral and written forms.
· Ability to observe and assess facility and event progress to identify, prioritize, and ensure execution of duties needed.
· Skilled in problem solving and time management.

Physical Requirements
Work in this position is moderate work exerting up to 50 pounds of force occasionally, and/or up to 25 pounds of force frequently, and/or a negligible amount of force constantly to move objects. Physical activities include climbing, balancing, stooping, kneeling, crouching, crawling, reaching, standing for extended periods of time, walking, pushing, pulling, lifting, fingering, grasping and feeling.  Employee must have the visual acuity to assess hazards and provide service, and use measurement devices.  Verbal communication is required for expressing or exchanging ideas by means of the spoken word.  Hearing is required to perceive information at normal spoken word levels.  
Working Conditions

This employee is subject to inside environmental conditions. Employee is subject to workplace hazards including electrical current, hot temperature food preparation equipment, oils, grills, steamers, etc.  Employee is subject to atmospheric conditions such as fumes and odors.  
Education
High school diploma is preferred 
Experience 

Six (6) months to one (1) years of directly related experience, or an equivalent combination of education and experience providing the requisite skills.

Special Requirements
· Valid North Carolina driver’s license

· ServSafe Manager certification valued
FLSA Status: Non-Exempt 
Disclaimer
This classification specification has been designed to indicate the general nature and level of work performed by employees within this classification. It is not designed to contain or be interpreted as a comprehensive inventory of all duties, responsibilities, and qualifications required of employees to perform the job. The City of Morganton reserves the right to assign or otherwise modify the duties assigned to this classification.
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