
 
 

JOB DESCRIPTION 

 

Position Title: Sales & Service Coordinator 

 

Department: Sales/Banquets 

 

Reports To: Banquet and Event Sales Manager 

 

Prepared Date: March, 2015 

 

NOTE:  This job description shall not be construed as a contract for employment.  Snowbasin Resort is an 

at-will employer. 

 

As a prerequisite to employment, a background check and credit report may be performed. 

 

SUMMARY 

 
The Sales & Service Coordinator’s main responsibility will be to coordinate and implement the planned details for 

each event. This person will attend each event and will work with the Banquet and Event Sales Manager 

throughout the sales process to understand event details, changes or special requests. They will act as support staff 

throughout the event, especially at the beginning. For weddings this means, greeting the Bride, family, vendors, etc., 

making sure that they know where to go and that they have what they will need. Brides should receive special 

attention such as water service in their changing area, assistance with the start of the ceremony and just someone 

to keep checking on them to make sure they are calm and happy. For corporate events, this means greeting the 

client and guests when they arrive. Showing the group where their function will be and assisting them with their 

needs.  

The Sales & Service Coordinator will prepare the proper signage to be displayed at each private event. They will 

be an intermediate source of communication between the Banquet and Event Sales Manager, The Banquet 

Operations Manager, the Chef, and the Client. This person will enter in billing totals into RTP at the time of the 

event and turn in an invoice and billing receipt to accounting and sales manager. After events are underway, the 

Sales & Service Coordinator will assist the Banquet Manager where needed. This position can be fast paced, 

requiring fast movement and quick thinking. Sometimes, due to weather or unforeseen circumstance, entire events 

need to be reorganized into alternative spaces and the Sales & Service Coordinator should be able to adapt quickly 

and direct everyone involved to make the process go as smoothly as possible. 

Administratively, this position supports the sales manager by taking phone calls, following up on survey results, 

social media, media, initial inquiries, trade shows, filing, Group Resumes, and other tasks as required by sales 

manager. 
 

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be assigned. 

 

1. Read, understand and abide by the employee handbook, resort policies and departmental procedures. 

2. Maintain a positive work environment by managing, working and communicating in a courteous and 

professional manner with all guests, co-workers and vendors. 

3. Maintain awareness of all safety, sustainability, and security procedures relevant to the department and 

property.  Ensure department members are familiar with and adhere to them as well. 

4. Lead by example fostering departmental teamwork and collaboration. 

5. Review banquet event orders on a regular basis to assure current knowledge of pending functions, and 

circulate to the proper parties both internally & externally. 

6. Review and follow-up on contracts as requested 



7. Coordinate with all F&B managers, and all pertinent Snowbasin departments, the set-up and breakdown of 

banquet events through group resumes. 

8. Prepare all pertinent information for banquet manager 

9. Ensure proper service standards are being met and report deficiencies 

10. Assist in the smooth flow of meal courses in any way needed.  This could include plating, traying, starters, 

salads, entrees, etc. 

11. Ensure all function rooms are left in showroom condition or set for the succeeding function and report 

when they are not 

12. Ensure completion of banquet services as a deliverable product 

13. Input group sales survey and update running results sheet and disseminate to SLT 

14. Organize media and creative photo/video 

15. Under direction of sales manager, send prospecting e-mails to leads 

16. Go out into market with sales material to generate new leads 

17. Manage new photography of event set-up and execution through photographer and/or own device with 

social media 

18. Manage online Snowbasin content as it relates to groups with updates, room layouts, etc. 

19. Review and modify schedule for the following day as needed 

20. Promptly and courteously attend to all known guest issues and concerns 

21. Ensure accurate event billing, and follow through to make sure it is done 

22. External prospecting of groups and events at trade shows, service calls, etc. 

23. Conduct tours as needed for prospective clients 

24. Ensure consistent excellence through maintaining established standards with respect to service and 

presentation. 

25. Assess and anticipate guest needs in a professional manner 

26. Do a quick Event Performance Summary (EPS) Report for financial and service, offering thoughts, 

feedback, and disseminate to Sales Manager and key stakeholders 

27. Work with Chef to make sure guest’s needs are met and on a timely basis with constant communication, 

including scheduling samplings/tastings. 

28. Attend and contribute to the department meeting as well as the group resume and the BEO meeting 

29. Assist management, service, and sales teams whenever necessary 

30. Update Sales Manager of any ‘add-on’ charges during event execution. 

31. Work and lead team in other areas of Food & Beverage when required 

32. Any other reasonable requests made by management. 

 

EQUIPMENT USED 

 Basic knowledge of audio and visual equipment 

 Wine key 

 Personal computer, POS, basic network document storage 

 Tablet, iPad, social media devices 

 Microsoft Office; Excel 

 Social Media sites, Social Tables 

 

RESPONSIBILITIES TO SAFETY: 

1. Protect the safety of self, co-workers, and Snowbasin Resort guests at all times. 

2. Promptly report any potentially harmful equipment or situations to the immediate supervisor and/or 

appropriate department(s). 

3. Report safety-related accidents and incidents at once to immediate supervisor and appropriate 

department(s), following documented procedures. 

4. Understand all Job Hazard Assessments at it relates to work environment 

5. Follow all company and department safety policies and procedures as outlined in the Resort’s 

Occupational Safety & Health Compliance Manual and department-specific procedures or manuals. 

6. Operate equipment in a safe manner that will not lead to injury of yourself or others. 

7. Drive in accordance with the law and Snowbasin Resort policies. 

 

QUALIFICATIONS 



To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The 

requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable 

accommodations may be made to enable individuals with disabilities to perform the essential functions. 

 

Essential Qualifications: 

 Demonstrated service/sales and leadership skills 

 Knowledge of professional food & beverage service standards, (Mobil 3/4-Star and AAA 3/4-Diamond)  

 Ability to complete work effectively in a timely, professional manner. 

 Adhere to all resort and F&B polices and procedures 

 Develop and maintain an active knowledge of all products served in the food and beverage outlets within 

the resort. 

 Superior communication abilities 

 POS and Microsoft Office 

 

Education, Experience, and Skills Required: 

 1-2 years of experience as a banquet server, or six months to one year experience as a captain at a 

comparable facility, or a service coordinator in a similar role 

 Current TIPS certification (or obtaining certification within 30 days of hire) 

 Any and all permits/certifications  

 Excellent organizational skills 

 Articulate and out-going with guests and employees 

 Excellent presentation and demeanor to guests 

 Guest obsession and care 

 Sales & Customer service background necessary 

 

PHYSICAL DEMANDS & WORK ENVIRONMENT 

The physical demands and work environment described here are representative of those that must be met by an 

employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to 

enable individuals with disabilities to perform the essential functions. 

 

While performing the duties of this job, the employee is regularly required to stand; walk; use hands to finger, 

handle, or feel; reach with hands and arms; and talk or hear.  The employee frequently is required to taste or 

smell.  The employee is occasionally required to sit and stoop, kneel, crouch, or crawl.  The employee must 

regularly lift and/or move up to 40 pounds.   

 

While performing the duties of this job, the employee is frequently exposed to wet and/or humid conditions, 

fumes or airborne particles, toxic or caustic chemicals, and extreme heat.  The employee is occasionally exposed 

to risk of electrical shock and vibration.  The noise level in the work environment is usually loud. 

 

Employee Acknowledgement: 

 

I have read this description of my job duties.  I understand successful performance of my position requires 

fulfillment of these duties.  If I have questions about the responsibilities of my position, I understand I am to discuss 

them with my supervisor/manager.  

 

 

              

Employee Signature    Print Name    Date 

PJB-Sales & Service Coordinator 


