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Restaurants - Catering and Events Manager
Company Name: [INSERT COMPANY NAME HERE]
Department: Catering and Events
Reports to: Director of Operations
Location: [INSERT LOCATION HERE]
1. Position Summary
We're hiring a Catering and Events Manager to sell and run private dining and off-site catering for all of our restaurants. You'll answer inquiries, write proposals and banquet event orders, set menus with the chefs, collect deposits, and deliver each event the way the client was promised.
2. Essential Duties and Responsibilities
1. Answer event and catering inquiries within [time frame] and turn them into signed contracts with deposits.
1. Write banquet event orders (BEOs) with headcount, menu, timeline, room setup, allergies and bar package.
1. Build event menus and pricing with the Executive Chef, within group food cost targets.
1. Book private dining rooms and full buyouts across [six to eight] restaurants.
1. Reach out to companies, wedding planners and venues for repeat business.
1. Plan off-site catering: food transport, hot and cold holding, rentals, staffing, and any alcohol permit the event needs under your state's rules.
1. Collect final counts and balances on time, and handle changes and disputes.
3. Key Tasks / Daily Activities
1. Answer leads from the website, phone and [your event management software].
1. Give tours of private dining rooms to prospective clients.
1. Send final BEOs to the GM, chef and bar [number] days before each event.
1. Work events on site: greet the host, check setup and timing, and fix problems on the spot.
1. Follow up after each event for feedback, reviews and the next booking.
4. Key Performance Indicators (KPIs)
1. Event and catering sales versus budget: [your target].
1. Inquiry to booking conversion: [your target].
1. Average spend per event: [your target].
1. Event food and beverage cost: [your target].
1. Repeat client bookings: [your target].
5. Required Qualifications and Skills
1. [3+] years selling or managing private events, banquets or catering for restaurants, hotels or caterers.
1. Has written BEOs and contracts and collected deposits.
1. Can price food, staffing, rentals and bar service into one clear proposal.
1. Food protection manager certification or a food handler card, as your state or county requires for event staff.
1. Valid driver's license for off-site events and client meetings.
6. Preferred Experience
1. Experience with [Tripleseat or a similar event management system].
1. Off-site catering experience, including transporting and holding hot and cold food.
1. Responsible alcohol service certification for events with a bar.
1. Existing relationships with local companies, planners or venues.
7. Physical Requirements
1. Stand and walk through long event days, including setup and breakdown.
1. Lift and carry chafing dishes, cases and rental equipment up to [40] pounds.
1. With or without reasonable accommodation.
8. Work Environment and Schedule
1. Weekday office hours for sales, plus evening and weekend event shifts.
1. Travel between restaurants and to off-site events in [area].
1. Busiest during the holiday season and [your local wedding and graduation season].
9. Compensation and Benefits
1. Pay: [range and hourly or salary basis].
1. Additional pay: [overtime, bonus or incentive terms, or none].
1. Benefits: [health, dental, vision, retirement, paid time off, and when they start].
10. Company Culture and Overview
1. [Two or three sentences on what your company does, the area you serve, and the support a new catering and events manager gets in the first 90 days.]
11. How to Apply
[Apply link or email]. Our process: [phone interview, in-person interview, and next steps]. Contact [hiring contact] if you need an accommodation during the application process.
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