I.
Position

Banquet Server 
II.
Job Summary (Essential Functions)

Set up and clean banquet rooms and serve banquets.

III.
Job Tasks (Additional Responsibilities)

1. Performs related banquet set-up tasks.

2. Provides immediate attention to all guests upon seating them.

3. Takes beverage orders and serves food in specified station.

4. Pours and refills wine, coffee, water and other beverages served with and after the meal.

5. Empties ashtrays and clears soiled dishes as needed.

6. Cleans all assigned work areas in kitchen and banquet areas.

7. Advises supervisor of any member or guest complaints as soon as they occur.

8. Assists in closing functions by performing various tasks such as removing linen, busing glasses, dishes, silverware, etc., and re-setting the room for next function.

9. Attends staff meetings including pre-service (line-up) sessions.

10. Assures that all state and local laws and club policies and procedures for the service of alcoholic beverages are consistently followed.

11. Thanks members and guests; invites them to return.

12. Consistently follows all sanitation-related requirements, including those related to personal hygiene.

13. Completes other appropriate assignments made by the Banquet Captain or Director of Catering
IV.
Qualifications

1.
State law requires a minimum of 19 years of age for alcoholic beverage service

2.
No prior experience or training is required, however, it is preferred

3.
High School diploma or GED; or one to three months related experience and/or training; or 
equivalent combination of education and experience

4.
Ability to apply common sense understanding to carry out detailed but iuninvolved written or oral 
instructions

5.
Ability to effectively learn to use a Point of Sale System

6.
Ability to print and speak simple phrases and sentences
7.
Ability to effectively present information in one-on-one and small group situations to guests and 
other employees of the organization

8.
Ability to read and interpret documents such as safety rules, operating and maintenance 
instructions and procedure manuals

V.
Certifications and Licenses

1.
Must own a current Indiana Employee liquor permit

2.
Sersafe Certification preferred

VI.
Work Experience

1.
Two years hotel banquet food/beverage service preferred

VII.
Competencies

1.
Ability to provide 100% guest satisfaction

2.
Full responsibility for accurately collecting all funds for products sold

3.
Safe and careful handling of cash, gift certificates and charge receipts

4.
Fills all beverage orders in a timely and efficient manner

5.
Complete compliance with all safe alcohol service laws, as well as company policies and 
procedures with regard to alcohol service, including carding all guests under age 40

6.
Maintains standards to ensure profitability without sacrificing quality control practices.

7.
Knowledge and use of proper sanitation procedures at all times

8.
Exercises team work with other staff

9.
Abides by The Columbia Club standards, policies and procedures and safety rules at all times

10.
Reports to work on time, well groomed and properly attired

11.
Conducts self in a professional and respectful manner towards guests, fellow employees and 
management at all times

12.
Maintains confidentiality of all Columbia Club activities, policies and procedures

VIII.
Work Environment

1.
Fast Pace

2.
Can be stressful

IX.
Overtime or other aspects of the job

1.
Overtime is required on an as needed basis

2.
Must be able to work some weekends and holidays

X.
Reports to

Banquet Captain  & Director of Catering
XI.
Supervises

No supervisory duties are included in this position.

Physical Requirements

	Physical and Environment Conditions
	Infrequent

1X/shift or less
	Occasional

2-6X/hr
	Frequent

20-30X/hr
	Constant

+30X/hr

	1.
	Standing
	
	
	
	Y

	2.
	Walking
	
	
	Y
	

	3.
	Sitting
	Y
	
	
	

	4.
	Fine/gross grasping, repetitive handling, or feeling things
	
	
	
	Y

	5.
	Reaching at or below shoulder level with hands and arms
	
	
	
	Y

	6.
	Reaching above shoulder level with hands and arms
	
	
	Y
	

	7.
	Lifting and carrying objects 1-5 lbs 
	
	
	
	Y

	8.
	Lifting and carrying objects 5-15 lbs
	
	
	Y
	

	9.
	Lifting and carrying objects 15-25 lbs
	
	Y
	
	

	10.
	Lifting and carrying objects 25-50 lbs
	
	Y
	
	

	11.
	Stooping, kneeling, crouching or crawling
	
	Y
	
	

	12
	Talking and hearing
	
	
	
	Y

	13.
	Tasting and smelling
	
	
	
	Y

	14.
	Work near moving mechanical parts
	
	Y
	
	

	15.
	Exposure to fumes from cooking of various food items
	
	Y
	
	

	16.
	Exposure to caustic or toxic fumes
	Y
	
	
	

	17.
	Exposure to extreme cold temperatures
	Y
	
	
	

	18.
	Exposure to extreme heat temperatures
	Y
	
	
	


ACKNOWLEDGEMENT

This is to certify that I have received a job description and fully understand the essential and non-essential parts of the job.  Further, I have been trained to sufficiently handle the position as Banquet Server and know to see my manager/supervisor with questions or concerns regarding my job.

________________________________     ___________________________

Employee’s Signature             Date           Supervisor’s Signature    Date

________________________________

Employee’s Printed Name

