
 

 

Capital City Club 

Assistant Catering Director 
Capital City Club has a current opening for a full-time Assistant Catering Director.  This position 

will primarily work a Monday – Friday shift, but occasional weekend and holidays are required.     

 

The basic function of this position is to help provide information to promote the Club’s dining 

facilities for private banquet business and assist with all administrative and operational aspects 

to prepare for the execution of these events.           

Specific duties include: 

 Assist Catering Director in promoting, advertising and marketing the club’s social event 
facilities to members 

 Provide information to guests for planning events 

 Assist Catering Director in arranging and producing banquet contracts 

 Distributes necessary information and coordinates event details with culinary, service,      
and housekeeping staffs 

 Whenever possible, inspect room set-up prior to event 

 Be present to oversee the actual greeting and serving of guests during banquet functions 

 Make follow-up calls after each function, or send thank you notes and schedule annual 
reminder invitations back to the club 

 Assist with the booking of club functions, entertainment, and decorations 

 Critique functions to determine future needs and implement necessary changes to ensure 
quality 

 Attend professional development and training activities 

 Reconcile each catering ticket to ensure correct charges have been applied 

 Produce all IRS letters and forms 

 Collect and maintain daily guarantees and signed contracts 

 Assists in developing weekly recap 

 Keep the banquet book in order, and create a daily change log 
Other duties as required 

Requirements: 

1. Minimum two years’ experience in a high volume Catering Office preferred 
2. Previous experience as banquet staff at high volume hotel or private club required 
3. Possess strong communication skills, both verbal and written 
4. Have working knowledge of Microsoft Office software and the ability to learn catering 

specific programs. 
 
Please send resumes to Kelli Rice: kelli@capitalcityclub.org 
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