Job Description

Room to have a great start

Position Title: Catering Manager Hotel Level: 54,3
Job Code: 191810 Department: Banquet Catering
FLSA: Exempt Typically Reports To:  Director of Catering
Job Band: HO5

JOB OVERVIEW:

Assist with implementation of catering sales and marketing strategies, including securing new accounts,
maintaining existing accounts, and executing tactical plans to maximize the profitability of the hotel while
maintaining customer satisfaction.

DUTIES AND RESPONSIBILITIES:

e Assist in the management of day-to-day operations and assignments of Catering staff, plan and
organize work, communicate goals, and schedule/assign work. Advise staff of formal policies and
procedures, identifying options and resolving issues. Alert management of potentially serious issues.

e Ensure all staff is properly trained and have the tools and information needed to effectively carry out
their job functions.

o Establish client base of organizations, associations and commercial business through direct outside
sales efforts for the purpose of securing business for the hotel. Accurately produce and/or review
sales contracts, rate agreements, and/or banquet/catering event orders.

e Negotiate food and beverage prices, function space, and hotel services within approved departmental
booking guidelines.

¢ Achieve budgeted revenues and personal sales goals.

e Assist the Director of Catering in daily management tasks such as complete forecasts and sales
production reports checklists, menu planning, and other duties and special projects as assigned.

e Conduct banquet and catering facility tours and entertain clients in accordance with company and
property policy.

e Assist clients with menu planning, food and beverage coordination, table arrangements, decoration
options, etc. Arrange all details of events to include room set-ups, staging, lighting, audiovisual, traffic
flow, menus, décor, entertainment, group room blocks, VIP services and approved method of payment.

e Review daily posting of charges, resolve any discrepancies in a timely manner. Follow-up to ensure
guest satisfaction.

e Coordinate with other hotel-level departments to facilitate contracted services.

e Plan and conduct pre-event and post-event meeting with clients, guests, and catering staff as needed.

e Promote teamwork and quality service through daily communication and coordination with other
departments. Key departmental contacts include Sales Staff, Executive Chef, Banquet Manager
and/or convention services staff, and hotel Executive Committee.

®
Room to be yourself Im

InterContinental Hotels Group



¢ Interact with outside contacts:

o Guests - to ensure their total satisfaction

o Regulatory agencies — regarding safety and compliance matters

o Vendors - to arrange services

o Other contacts as needed (Professional organizations, community groups)
= Perform other duties as assigned.

ACCOUNTABILITY:
Has accountability for booking and coordinating assigned conferences, group bookings and catered events
in full service, luxury, hotel with catering.

QUALIFICATIONS AND REQUIREMENTS:
Some College plus 2 years experience in Hotel Catering Sales or equivalent combination of education and
experience. Must speak fluent English

This job requires ability to perform the following:
e Frequently standing up or moving within & outside of the facility
e Carrying or lifting items weighing up to 25 pounds
e Handling objects
e Bending, stooping, kneeling

Other:

e Communication skills are utilized a significant amount of time when interacting with others;
demonstrated ability to interact with guests, employees and third parties that reflects highly on the
hotel, the brand and the Company.

e Reading and writing abilities are utilized often when completing paperwork and management
reports, interpreting results, giving and receiving instructions, and training

e Mathematical skills, including basic math, budgeting, profit/loss concepts, percentages, and

variances are utilized frequently.

Problem solving, reasoning, motivating, organizational and training abilities are used often.
Ability to travel to attend workshops, tradeshows, conventions, etc.

May require a valid Driver’s License.

May be required to work nights, weekends, and/or holidays.

The statements in this job description are intended to describe the essential nature and level of work
being performed. They are not intended to be ALL responsibilities or qualifications of the job.

Employee Name (print):

Employee Signature: Date:
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