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	Department:
	Corporate Resources

	Job Title:
	Sales and Events Co- ordinator

	Grade:
	6

	Post Number:
	N/A

	Service/Section:
	Leicestershire Traded Services - Catering

	Base/Location:
	Beaumanor Hall, Woodhouse Eves 

	Responsible To:
	Business Development Manager

	Responsible For:
	N/A

	Key Relationships/

Liaison with:
	Catering/Premises Team,  internal and external customers


	

	Job Purpose

	To support the targeting of local businesses/customers to increase sales and income. To co-ordinate events - manage and oversee staffing levels to meet individual function requirements.  

	

	Main Duties and Responsibilities

	1.
	To support the Business Development Manager to increase the conference

and events trade.

	2.
	Responsible for the co-ordination and supervision of appropriate staffing for and during events and functions. 

	3.
	 Responsible for the supervision of fifteen waiting staff during social events.

	4.
	Co-ordinate and supervise the setting up dining, restaurant, buffet areas, 
and all associated food/coffee locations.  

	5.
	Responsible for cash handling during events/functions.



	6.
	To control all arrangements relating to behind the scenes activity in the 
Kitchen when the Catering/Duty Manager is undertaking front of  house 
duties.



	7.
	To deputise for the Business Development  Manager  including ordering 

stock, maintaining the cellar and changing barrels etc.



	8.
	Management of Bar area during social functions.

	10.
	Responsible for the cleanliness of all crockery, cutlery glassware including 
the polishing of glasses for wedding and social functions.

	11.
	Responsible for overall presentation and tidiness of main Hall coffee areas 
including the west terrace.

	12.
	Setting up the hot and cold deserts selection for conference delegate meals and all associated duties relating to deserts.

	13.
	Responsible for keeping coffee machines/juice machines, clean, sterile and 
replenished in accordance with the Food Safety Act. 

	

	Special Factors

	· The nature of the work may involve the jobholder carrying out work outside of normal working hours include all Public/Bank Holidays.

· The role is based on a working pattern of any 5 days in 7, including weekends.

· The role while based at Beaumanor Hall the jobholder may be required to work in other areas of the catering service within the County.



	

	This job description sets out the duties and responsibilities of the job at the time when it was drawn up.  Such duties and responsibilities may vary from time to time without changing the general character of the duties or the level of responsibility entailed.  Such variations are a common occurrence and cannot in themselves justify a reconsideration of the grading of the job.

	

	Leicestershire County Council is seeking to promote the employment of disabled people and will make any adjustments considered reasonable to the above duties under the terms of the Equality Act 2010 to accommodate a suitable disabled candidate.

	

	Date Prepared/Revised: 23rd January 2018
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	Essential
	Desirable
	How assessed

	Qualifications
Basic Food Hygiene Certificate.

Silver Service trained
Basic I T skills.

Cellar Management Qualification.

	(
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	Doc/Int

	Experience
Events/ kitchen co-ordinator/supervisory experience in a busy establishment.

Management of Bar area.

Management/supervision of large team of waiting staff.

Experience of ordering stock/ stock control.
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	All App/Int

	Knowledge

Presentation of dining areas to high standards.

Good food safety practice in accordance with legal requirements.
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	All App/Int


	Skills and Competencies 
Supervisory skills.

Good numeracy skills.

Literacy.
Excellent customer care ability and pleasant manner.

Flexibility particularly regarding working hours.
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	Other Requirements

An understanding of, and commitment to Equal Opportunities, and the ability to apply this to all situations.


	(
	
	App/Int

	Must be able to perform all duties and tasks with reasonable adjustment, where appropriate, in accordance with the provisions of the Equality Act 2010
	(
	
	Med

	

	Key:

App = Application Form

Test = Test

Int = Interview
	Pre = Presentation

Med = Medical Questionnaire

Dc = Documentary Evidence (E.g., Certificates) 

	

	Date Prepared/Revised: 23rd January 2018
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