                [image: image1.jpg]




Name:











Title:
Director of Catering


Date:  











Target Review Date:
	Wildly Important Goals
	Key Success Measurement / Action Plan

	Best Place to Work:
Every employee will have an “EDP”.
	· Ensure catering managers have current EDP’s in place by ______. Work with DOS to provide feedback and direction for each Catering Manager. 
· Effectively hire, train and develop all members of the Catering Team.

· Have a Training Plan in place for all new hires.

· Have a Development Plan for all existing Catering Managers.

· Administer EDPs and Review on a quarterly basis to ensure sales managers are on track to be successful. 
· Hold weekly 1x1s with all staff – develop action items each week that need to get accomplished, demonstrate constant follow-up, review each sales managers weekly sales call plan, review last week’s activities.

· Conduct an organized, well planned Sales Meeting that includes a training element monthly.
· Empower the Catering Managers by developing Express Booking Guidelines for Food and Beverage, and update them regularly.

· Keep General Manager informed through regular 1x1s between DOS/GM.
· Prioritize tasks based on due dates and revenue generation

· Create an environment that focuses on revenue generating items.  Enable the Catering team to sell and not spend time on administrative duties. 



	Best Place to Stay:
Exceed brand averages for key service indicators.
	· Develop and maintain a relationship with the top 5 Corporate catering accounts by_____________
· Develop and maintain a relationship with Top 5 Social accounts by __________
· Develop and maintain a relationship with Top 5 MDM Accounts_____________
· Develop and maintain relationship with Brand National Sales Team ____________
· Maintain active involvement in the CVB______________
· Maintain relationships with competitive counterparts_____________
· Develop relationships with specific brand representatives to ensure they are leveraged towards the success of the hotel in all situations and environments________________
· Work with catering team to effectively communicate client’s needs, desires and challenges to operations team to ensure appropriate services are being offered and challenges overcome_____________

	Best Results:
Exceed total budgeted revenues by 5%.

Exceed total budgeted GOP by 3%.


	· Achieve annual Budgeted  Banquet Food and Beverage and meeting room rental
· Achieve annual Budgeted RevPAR Penetration.
· Ensure that food and beverage minimums are met and contracted.
· Support Prism Sales Is Philosophies.

· Work with DOS/GM to achieve forecast accuracy of 5% for banquet f&b and room rental.
· Evaluate current hotel meeting performance.  Evaluate meetings on the books and update Action Plans and free sell as needed to achieve budget.
· Conduct effective BEO meetings weekly.
· Administer CARE program accurately and use it effectively to motivate.

· Achieve DOC  consumption goals
· Achieve DOC booking goals

· Ensure all banquet menus and express booking guidelines are competitive within the market and adjust as needed.
· Hold catering staff accountable for high quality performance and field presence…not just order taking or responding to leads.
· Implement and participate in “Power Hour” daily.

· Book a minimum of 1 catering group from reader board pursuits per quarter. 
· Deliver Sales Goals on time each quarter.

· Publicly recognize both team and individual performance.

· Post and monitor goals and actuals on a weekly basis.

· Set aggressive prospecting goals – outside calls, inside calls, telemarketing – and monitor production.  Use Prism Prospecting Minimums as a guide.  Remove obstacles.

· Ensure each Catering Manager has SMART Action Plans in place and review monthly during 1X1’s
· Protect and enforce the selling window, including for you.

· Accompany each Catering manager on at least 2 outside calls/month.

· Ensure at least 1 creative site is conducted per week, and ALL proposals are sent creatively.

· Attain a Sales Shop average of at least 90% or higher.
· CARE goal setting– Ensure that goals are set appropriately and at a stretch of 110% of budget– and that action plans are in place for under-performers and successes are recognized and celebrated for achievers _______________
· Provide leadership in determining overall strategic direction of sales department at hotel. Maintain a keen awareness of market conditions, pricing trends, seasonality and mix in order to provide the necessary guidance and feedback to ensure successful results

· Create/Maintain an onsite creative sales closet
· Ensure that only revenue generating activities are conducted during 9am – 4 pm (Prime selling time)

· Ensure that each sales manager full understands the revenue and segment portion of the P&L and is able to explain trends differences in assigned segments

· Ensure that all DELTA items are completed by assigned date __________

· Incorporate DELTA items in Action Plans by segment and hotel. 
· Ensure marketing dollars are spent within budget and have clearly defined ROI expectations.



	Personal Development Goals

	Aspirations and goals

Long term career aspirations


Calendar year goals that address your current job assignments

Skills and development needs




I have discussed these goals with my supervisor, and agree to this development plan.

Employee’s Signature:    __________________________________________________
Supervisor’s Signature:   __________________________________________________

Date of Last Review:
     __________________________
