Desc. 1400-0515

PLYMOUTH COMMUNI TY SCHOOL CORPORATI ON
JOB DESCRI PTI ON

JOBTITLE: Banquet Supervisor

EXEMPT: No

SALARY LEVEL: Per Classified Policy - Cafeteria
REPORTSTO: Director of Food Service

LENGTH OF WORK: AsContracted

ESSENTIAL FUNCTIONS includethefollowing. Other duties may be assigned.

1.

2.

Plan and publish menusfor banquetsand other special eventsand deter mine contracted costs.
Estimate and order food suppliesand equipment for event.

Assigt in preparation of food for the event.

Assist in clean up of all areas.

Ingpect food and food preparation to maintain quality standards and sanitation regulations as
required by USDA guidelines.

Supervise and coor dinate activities of workerswho prepare, cook, servefood, clean premises, and
wash dishes.

Investigate and resolve food quality and service complaints.

Review financial transactions and monitor budget to ensur e efficient operation, and to ensure
expenditures stay within budget limitations.

SUPERVISORY RESPONSIBILITIES:
Directly supervi ses necessary employeesfor special event. Carriesout supervisory responsibilitiesin
accor dance with the school's USDA policies and applicablelaws. Responsibilitiesinclude chairing the
interview committeefor hiring and training employees; planning, assigning, and directing work;
appraising performance; rewarding and disciplining employees; addressing complaints and resolving
problems.
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QUALIFICATION REQUIREMENTS
Toperform thisjob successfully, an individual must be able to perform each essential function
satisfactorily. Therequirementslisted below arerepresentative of the knowledge, skill, and/or ability
required. Reasonable accommodations may be madeto enableindividualswith disabilitiesto perform
the essential functions.

EDUCATION andlor EXPERIENCE:
High school diploma or general education degree (GED); or experiencein food service area.

CERTIFICATES, LICENSES, REGISTRATIONS:
Valid statedriver'slicense - operator permit

LANGUAGE XILLS:
Ability toread and comprehend simpleinstructions, short correspondence, and memos. Ability
towrite simple correspondence. Ability to effectively present information in one-on-oneand
small group situationsto staff, contractees, and other employees of the schoal.

MATHEMATICAL ILL:

Ability to add, subtract, multiply, and dividein all units of measure, using whole numbers,
common fractions, and decimals.

REASONING ABILITY:
Ability to solve practical problemsand deal with a variety of concretevariablesin situations
whereonly limited standar dization exists. Ability tointerpret avariety of instructions
furnished in written, oral, diagram, or scheduleform.

OTHER SKILLSAND ABILITIES
Ability to operate all school cafeteriafood preparation equipment.

PHYSICAL DEMANDS:
The physical demands described here arerepresentative of thosethat must be met by an employeeto
successfully perform the essential functions of thisjob. Reasonable accommodations may be madeto
enable Banquet Director, individualswith disabilitiesto perform the essential functions.

While performing the duties of thisjob, the employeeisrequired to talk, hear and taste or
smell. Theemployeeisoccasionally required to stand; walk; sit; use handsto finger, handle, or
feel objects, tools, or controls; and reach with handsand arms.

The employee must occasionally lift and/or move up to 50 pounds and frequently lift and/or
move up to 25 pounds. Specific vision abilitiesrequired by thisjob include close vision, distance
vision, peripheral vi sion, depth per ception, and the ability to adjust focus.

WORK ENVIRONMENT:
Thework environment characteristics described here arerepresentative of those an employee
encounterswhile performing the essential functionsof thisjob. Reasonable accommodations may be
madeto enableindividuals with disabilitiesto perform the essential functions.

Theemployeeis subject to extreme changesin temperature: cold and heat.
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TERMSOF EMPLOYMENT:
Salary and work year to be established by the Board.

EVALUATION:
An evaluation will be done on the employee's per formance on an annual basis.

Revised 1/19/01
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