
BANQUET HALL ASSISTANT 
 
 
Job Code:  NHBH001   PAY RANGE: $10.00 - $12.00  per hour 
 
HOURS OF WORK: Varies    Reports to:  Assigned Trustees 
          
POSITION SUMMARY: 
The Banquet Hall Assistant is responsible for assisting with all activities at the  banquet hall.   Banquet Hall 
responsibilities include assistance with ensuring all administrative activities and events are coordinated 
effectively.  Works closely with the banquet manager to ensure that all operations of banquet hall provide 
excellent customer satisfaction. 
 
DUTIES AND RESPONSIBILITIES: 

- May be required to meet with clients and providing guidance relative to available services 
- Works with manager to pre-plan events 
- Supports the banquet hall plans for events  
- Make sure to offer optimum level services in terms of quality and hospitality 
- Required to assist with coordinating events and cooperate with all the departments, i.e. culinary, 

Catering, sales, housekeeping, etc. 
- Assists with handling all arrangements for each event scheduled at the hall 
- Provides clients with information on all costs associated with their event (in absence of manager) 
- Backup to manager for events scheduled at the banquet hall 
- Ensures that the hall is presentable at all times (keep foyer area, kitchen and offices 

presentable at all times) 
- Provide excellent customer service to all clients 
- Works with maintenance staff to ensure rooms are set-up and broke down and prepared for next 

event (maintenance staff reports directly to the trustee board) 
- Other duties as assigned  

 
SKILLS AND QUALIFICATIONS: 

- Excellent and effective communication skills 
- High school diploma and a minimum of two (2) years banquet hall/catering experience.  Two years of 

college a plus 
- High level of administrative and organizational skills 
- Excellent customer service skills 
- Exceptional problem solving skills and decision making abilities 
- Ability to work under pressure 
- Ability to assist with planning successful events and attracting clients 
- Working knowledge of Microsoft Word and Excel, Publishing 

 
 

DATE POSTED: September 18, 2019    EXPIRATION:   SEPTEMBER 30, 2019 
 
 

PLEASE FORWARD RESUMES TO NEW HOPE TRUSTEE BOARD – BANQUET HALL 


