
Job Title: Banquet Manager

A T L A N T A  
A T H L E T I C  C L U B

Reports to: Director of Food and Beverage 
Position Summary: 
The Banquet Manager facilitates the of processes that will enhance the
services, procedures, team dynamic and overall member and guest
satisfaction for the Special Events and Catering programs. This person
leads the service team with set up, execution and breakdown of
Banquet Events. 

The Atlanta Athletic Club is a private, member owned, club located
in Johns Creek, Georgia. We are a premier country club looking for a

top notch individual who is dependable with a positive, can-do
attitude.

We are to hire a full-time Banquet Manager. Must be able to work a
variety of shifts including days, afternoons, evenings, weekends and

holidays. The Club is regularly closed on Monday except on a holiday.
Pay for this position is competitive. Full-time employees are eligible to

enroll in health, dental, vision and life insurance. Employees over 21-
years of age are eligible to participate in the 401(k) retirement plan

after one year of service if qualified. Employees receive two personal
days after 90 days of employment and a full PTO package after one year
of service. Amount of PTO is determined by hours worked the previous

year.
 



Responsible for the overall culture and well-being of the
Banquet Department 
Oversees the set up and accuracy of all events and private
parties 
Assists with implementation and training of the AAC banquet
service program
Develop and implement strategies for banquet operations
that support long term growth and continued business with
our membership and their guests
Create the AAC experience for guests at banquet functions
Coordinate the set-up of each function by verifying desired
services and menu in advance with catering and the kitchen
Synchronize the timing of the function by verifying details
with Executive Chef
Direct the set-up of the function; ensure that all equipment
works
Inspect banquet rooms on an ongoing basis and takes
appropriate steps to ensure facilities meet or exceed
company standards at all times
Confirm details of function with client contact; asks for last-
minute changes
Manage the food and beverage service provided during
banquets and meetings
Manage the operation of the banquet services department

Duties and Responsibilities: 



Schedule employees in accordance with the staffing
requirements of each function; communicate details of
function to employees.
Maintain inventory of banquet equipment and supplies.
Create an environment for employees that are aligned with
the company culture.
Recruit and select the employees needed to provide the AAC
experience.
Provide employees with the tools they need to deliver the
AAC experience.
Develop and implement strategies and practices that support
employee retention.

Duties and Responsibilities Continued: 

Must have excellent verbal and written communication skills.
Computer literate, including Microsoft Excel, PowerPoint, and
Word. 
Be flexible and have a pleasant personality and possess
excellent customer service.
Must be able to communicate information as needed to
external departments & coworkers.
Must have a flexible schedule.

Knowledge, Skills and Abilities: 

High school diploma or equivalent. 
Prior serving experience in an upscale dining environment,
with a strong track record of progression and growth.

Education: 

Khillhouse@aac1.org
770-448-2166 ext. 7107

Contact Information:
Director of Food and Beverage: 


