Chichester Yacht Club
Job Description

Hospitality Team Member
Reporting to:

Bar & Events Manager 
Hospitality Manager 
Objectives:
1. To assist in the running the bar, Club & private events. 
2. To provide consistently high levels of customer service, providing value for money for the Club members and private events.
3. To ensure the Clubs excellent reputation is upheld and it continues to improve.

4. To assist on the preparation, implementation and completion of Club & Private events.
5. To continue the Club ethos of See It, Say It, Sort It.

Responsibilities:
Bar:

1. Cash Handling – to ensure purchases are inputted correctly and the correct money taken
2. Bar Cellar Continued Maintenance – to ensure the cellar and store rooms are tidy along with the rotation and security of stock. 
3. To ensure price lists and tills are up to date

4. To assist with running regular promotions and specials on the bar, liaise with the kitchen if needed 
5. To greet and serve members and visitors to the Club and handle complaints/enquiries
6. To assist your colleagues on the bar, in the kitchen and on events
7. To ensure daily tasks are completed that are set by management.
8. To ensure compliance with Health & Safety requirements

9. To stay within the boundaries that the premises license sets by completing paper work.
10. To assist with improvements to the Clubs décor and services

Private Events:

1. Assist with marketing the private events held at the Club
2. Assist with generating and closing leads
3. Take enquiries and convert them into bookings
4. Assist with meetings with clients to plan events
5. Ensure all events are prepared, set up and completed as per the booking form
6. Develop new propositions for the Private events
7. Develop marketing material
8. Promote the private events through traditional methods, social media and the Club’s website
Club Events:
1. To assist with arranging regular Club social events
2. To assist with the organisation of the catering, entertainment, decoration etc. for Club functions 
3. To assist with marketing the Club events through traditional methods, social media and the Clubs website

4. To liaise with Office and Kitchen as appropriate

Building: 
1. To ensure building security.

2. To report any damage or security issues
3. To ensure that the presentation of the club is kept to a high standard, including the external grounds, bar, restaurant and Upper Deck

4. To investigate and propose décor and service improvements

5. To understand and implement emergency procedures
Other duties:
1. Ad hoc duties where necessary.
Weekend, Evenings and Bank Holiday working will be required. Flexibility in the working week is essential and dictated by the events hosted at the club.
On the job training will be provided and progression is encouraged and rewarded where appropriate. 
