Convention and Banquet
Coordinator (122¢)

€6

A convention and banquet coordinator is a supervisor whose
function is to plan, organize and implement conventions and
meetings, as well as banquet events. They carry out their work by
ensuring compliance with agreements previously established
between customers and the establishment where they work. This
job function is mainly found in the leisure and entertainment sub-
sector, and also in the accommodation sub-sector. A person with
this job title generally works in hotels and convention centers.

Responsibilities

PLANNING & ORGANIZATION 35%

Clearly understanding the parameters of the conference or
meeting (level of importance of the event, number of people
expected, duration, allocated budget, etc.)

Showing potential customers around available convention and
meeting facilities

Discussing menus, prices, equipment (audiovisual, computer,
etc.), layout, etc. with customers

Passing on the information needed to organize the convention
or meeting to the appropriate staff and departments (choice of
menus, booking rooms and equipment, particularities regarding
the layout of the premises, etc.)

Taking charge of group bookings for meetings, conferences, etc.
in collaboration with the sales or reservations department, as
required

STAFF SUPERVISION 30 %

Assigning service tasks to the banquet team

Assisting staff with banquets as needed

Making sure the necessary equipment is available for service
(cutlery, crockery, etc.)

Setting up banquet rooms

Following up with suppliers in collaboration with the department
manager, as required

Participating in the hiring, training and supervision of staff

CUSTOMER SERVICE 20 %

Ensuring customers are entirely satisfied

Answering any questions customers may have about the event
Handling customer feedback following an event

Following up with the kitchen for any special dietary
requirements from customers

ADMINISTRATIVE FOLLOW-UP 15%

Checking daily registers, customer accounts, cash statements
and supporting documents

Checking and approving invoices, maintaining records and
preparing reports
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Operational

® Operational

Working conditions

e Day, evening and weekends
¢ Flexible working hours

¢ Hourly wage between $19
and S24

Hiring criteria

e Customer service skills

e Experience in a similar position is
an asset

e Ability to work in a team

e Leadership

¢ Ability to make decisions under
pressure

e Organizational skills

e Ability to carry loads of 10 kg or
more

e Ability to work long hours on your
feet

Les informations contenues dans ce bloc sont exclusives et spécifiquement tirées du projet Objectif Tourisme







