
Generic POSITION DESCRIPTION –FUNCTIONS COORDINATOR
This document is designed to provide the basis for a position description that could be applicable to most Function Coordinators; however some tasks will not be relevant to all clubs. We suggest that the person who will be responsible for the appointment:

· Reviews each section of this template 

· Tailors the position description to suit your club facilities and needs by deleting objectives that are irrelevant and adding objectives not covered herein

· Considers how previous Function Coordinators have performed and ensures that this position description would have provided adequate guidance and performance expectations

· Shares the final document with the Board prior to commencing the recruitment process, to ensure a common understanding of the role.

	Section A 
	POSITION DESCRIPTION-Functions Coordinator

	Personal Details 
	Part 1

	Name: 
	Date of this review:

Date of last review:

Reviewer:

Reviewer's Manager:



	Job Title: 
	

	Accountable to:

Accountable for: 
	

	Location: 
	

	Terms and Conditions of Employment: 
	

	Primary Role 
	Part 2

	Coordination of functions in a professional and courteous manner for committees, members, corporate and private customers including;
· Supervision of function staff

· Coordination of suppliers

· Completion of administrative requirements.
	

	Knowledge/Skills & Experience Required
	Part 3

	1. Experience with successful coordination of functions
2. Understanding of clubs liquor licensing requirements

3. Evidence of ability to work under pressure

4. Demonstrated commitment to customer service
5. Ability to work cooperatively in a team environment
6. Ability to work to deadlines and prioritise work
	

	Knowledge/Skills & Experience Desirable
	Part 4

	1. Understanding of how to effectively supervise staff in a shift work environment

2. Ability to take the initiative and work with little or no supervision
3. Demonstrated ability to adhere to systems and procedures
4. Experience with costing events


	

	Section B
	Key Performance Areas/Key Performance Indicators (KPAs/KPIs)

	Key Performance Areas 
	Major tasks within the KPAs
	Target KPIs
	Results

	1.

Coordination of functions
 
	· Process all function enquiries via email, telephone or in person

· Provide accurate and detailed information to all potential customers

· Conduct room viewings

· Manage function bookings ensuring a clear understanding of event requirements
· Coordinate receipt  & delivery of event goods / collateral 
· Confirm function details with client at least 7 days prior to event

	Processed in a professional and timely manner

Event brief developed and completed for each function

Formal feedback from clients obtained after each event

Adheres to the clubs stock control measures and seeks to improve loss prevention
Stock in adequate supply for function needs
	

	2. 

Customer Service

	· Establishes and monitors event service standards
· Assists staff dealing with customer complaints
· Ensures client understands who to contact during the function for any queries/complaints

	Client satisfaction with service levels
Demonstrates effective methods of dealing with customer complaints 


	

	3. 

Event finances supervision

	· Provide detailed quotes within pre-established costs

· Use personal discretion to adjust prices within agreed range, where required
· Ensure timely receipt of deposits and final payments
	Each event to have a summarised cost /revenue/GP summary.
	

	6.
Food Duties
	· Ensure adherence to legislative requirements by event staff
· Adherence to established venue procedures
· Menus are explained and presented to staff
· Assist with general cleaning and tidying of food area including wiping tables, picking up glasses etc
	Monitor staff duties completed as per function duties roster

Staff can adequately respond to customer queries regarding the menu

Area remains tidy and clean throughout function

	

	7.

Working with others
	· Develops methods of  creating a harmonious working environment for Chef and function staff
· Supervises staff to deliver event to agreed standards

· Assists manager with feedback on staff for annual appraisals
· Shares hospitality knowledge with colleagues to improve overall staff knowledge 
· Provide Function plan to kitchen at least 7 days prior

· Draw detailed floor plans for staff to assist staff and yourself set up the function room

· Provide weekly functions schedule to General Manager & Head Chef
	Demonstrates effective oral and written communication

Efficient and effective service delivery by staff.

Sufficient staff rostered for event
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