CODE: 02.04.353

RESOURCE LIBRARY
STRUCTURE & ORGANISATION EDITION: 1

Job Description

PAGE 10r4
Title: Banquet Manager
HRAL HRTEH
Department: Food and Beverage
| BN
Hierarchy: Reporting to Food & Beverage Operation Manager
- S=UN [ R Ia E A PR AR
Direct Subordinates: Banquet Supervisor
HETNE T
Indirect Subordinates: Capitain, Waitor, Waitress
)% T )& YL, HR%5 A
Category/Level: L4
KA A%

Responsibilities and Obligations / BR &t & X %%:

To be responsible for the day to day operation of the Banqueting and conferencing section to
achieve the optimum department profit.

NI ERMEWHH IS, #RE TR at i KA.

To manage the day to day operation of B&C to achieve the optimum quality level of service.
Ry WA AR s AT i R d A IR 55 o i

To interact and communicate with individuals inside and outside the hotel including, but not
limited to, clients, suppliers, government officials, competitors and other members of the local
community.

DTS R LA S AN B Vel TAE, BAEEAUR R T2 7 BN BUNE R, 365
X TR Ad A b A 2 (A4

To interact and build relationships with clientele.

LI R R R

To control and analyze, on an on-going basis, the level of the following:

X LA IUHEAT A B A0 73 A

Sales, Costs, Fire safety, Quality level and presentation of food and beverage products

Service standards, Sanitation, hygiene, condition and cleanliness of facilities and equipment
Quiality of entertainment, Guest satisfaction, Marketing.

W& A HP7 A B LK R E . RS heiE. DAL frhh 4 LR
PRGBS B . SR R NIRRT E .

To ensure optimum performance in specific areas assigned in above areas.

PR o S o WX DA B & A SUBR1F B AR IR

To establish and maintain effective employees and inter-departmental working relationships.
BN SR I R T T AE R R

To conduct, under the guidance of the EAM i/c F&B, such functions as interviewing, employee
orientation, performance evaluation, appraisals, coaching, counselling and taking disciplinary
actions to ensure the appropriate staff productivity and efficiency.

{ESY PR R A R O S 30 5 TP LA, Bl ik SRR, S04,
iz RS B USRI B AR T ORAA IR 2 TR TAERR .

To develop training plans in accordance with hotel guidelines and implements and conduct
training as well as on-the-job coaching.
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MR 57 1) 2 B U Rl BASAE B 35 I

To maintain an up-dated operating manual for Banqueting.

R TIEE Tt

To create and control an accurate log book with guest and staff positive and negative comments.
AL IHE B T id xR A DU R T TFe ) TAEH &

To implement the hotel and department regulations, policies and procedures including but not
limited to:

PAT G FOES T TSR B, BURAIRET, BFEAR T AR 23K

In house rules and regulations, Health and safety, Grooming, Quality, Service, Hygiene and
cleanliness.

INAEREERIRE . RS 24, ICRAGR R, 5. DR GE

To conduct daily briefings and participate in other meetings as needed to obtain optimal results.
HAREHPI IS IR, USRS REES R .

To supervise, coordinate and direct the prompt, efficient and courteous service to ensure that
standards are met.

B BRI B R dE 3 DU IR X IR A d R ) IR 55

To lead and participate in service as necessary in accordance with the requirements and practices
of banqueting and conferencing.

R B K 2R TP S bRt i 39 2 5 IS5 .

To handle administrative work and keeps updated files on the following restaurant matters:

AL PR AT A5 ) B AR AT SR

Finance, Standards, Training, Entertainment Promotions, Meetings, Miscellaneous

W55 brdEs Bl 4RSS S HAl

To assist the Food and Beverage Operation Manager or his/ her delegate in setting B&C goals and
developing strategies, procedures and policies

i iz s 2 B AR N S [F) W B2 A s WCENIY H i DA S A SR S BUR

To assist the Food & Beverage Operation Manager or his/her delegate in preparing the yearly
food & beverage division budget.

&I S A B AREE N v &350 T AR T

To monitor the stocks of all beverage, material and equipment and ensure that service
requirements are met.

W& T E K,

To monitor together with the banquet chef, local competitors and compare their operation with his
/ her operation.

HEa ik —, Mg FieE B T,

To participate actively in the breakage committee under the chairmanship of the stewarding and
hygiene Manager.

Bt 5 HEE AN DAL FREMEIRE L 2.

To monitor and controls all operating equipment for the outlet.

W E AR I A Iz g et

To keep aware of trends, systems, practices and equipment in food and beverage through trade
literature, hotel shows and site visits.

W25 &I, G R DL IS S 5T RO AR TR, Rt R
To perform related duties and special projects as assigned.

T2 HEAT 55 70 Be AT AH SR IR ST AR ) T

Security, Safety and Health / fR[%, &4 R{g5E:

Maintains high confidentiality in regards to guest privacy.
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KTHNEAL, CRIFE L.
e Reports any suspicious behavior of guests and staff to the General Manager and Security.
Wi Ne TA AR 5EAT y, S ) e 22 3 R 22 AR T] S i o
e Notifies housekeeper regarding lost and found objects.
BPUTATIERA) S, S 5 k025 55 6
e Ensures that all potential and real hazards are reported appropriately immediately.
eI R Pt AT A Y A B SE R G
e Fully understands the hotel’s fire, emergency, and bomb procedures.
HE KK, B TUF L SR E BRI R «
e Follows emergency procedures to provide for the security and safety of guests and employees.
LA ML AR LA DR e A B T 22 4
e Works in a safe manner that does not harm or injure self or others.
PASC 224y 7 sREAE, gl fo 3 & RN .
e Anticipates possible and probable hazards and conditions and notifies the Manager.
L AT REM fERFITE B, I S 5 A B

e Maintains the highest standards of personal hygiene, dress, uniform, appearance, body language and

conduct.
PREFRAERNNTA, FHIE, UCHGER, BIRES KT A,

Executive Duties/4TBUER 5 :

e To assume the functions and responsibilities of Duty Manager in accordance with the Hotel's

Duty Manager's Roster.
RSP A HAER, AMEYEE IR R KR TT.

Competencies / §& 17 E R :
e Good command of English and another language.
K@ B A HADIE 5
e 3 -5 years experience working in hotels.
3-5AEH 5 AR A5
Interrelations / H EELR:

Liaises with outsiders, guests, department heads and front line managers.
HEERIT, UGB, BUME R, BN R P AL R IECR

Work Conditions T4E &4
Regular hours with extra times occasionally.

AEHE AR Ta] 48 7R A B

Date
H 1

Reviewed By
HRZN

Approved By
GE N
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I understand and agree to the above Job Description and that as a policy of XYZ

Hotels & Resorts, it is the responsibility of all Employees, to be both willing to teach, in order

to help colleagues reach their full potential and willing and accepting to learn, in order to progress and
improve personal abilities, resulting in maximum guest satisfaction.

ZUN O T AEFF AR BL B RIALER BT, IR AR AL ER SRR iR R E RIS S
KT SR THERPOR T IR 2 2 A R LR ST o B 35 BhaRA T IRl S R #E AT T B £ i
REGERE: R TIFER S PR KR IFHRTE A NERE . 3 R B AR 2 PR BRI N

Employee Signature Date
R T H 34
4
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