
 

 

JOB DESCRIPTION – FUNCTIONS DIRECTOR 

 

The Functions Director is responsible for an additional revenue stream for SLBC through the 
promotion and sale of the use of our facilities.  The Functions Director is supported by the 
Assistant Functions Director and the Functions Committee, one of whom is the SLBC 
Treasurer. 

Enquiries about the hire of our premises for events and functions for all purposes, including 
bowls, come through the Functions Director and the office of the Secretary, either by phone 
or from the club’s website.  The Functions Director contacts the person or firm promptly to 
ascertain their needs and whether it is possible to meet those needs. 

A Draft Proposal is drawn up by the Functions Director, using guidelines established from 
past experience and files.  The Proposal is then emailed to the prospective client as a starting 
point in negotiations. 

Once all points have been finalised, the final Proposal is emailed to the client.  On receipt of 
the Proposal from the Client, the Function Director advises the Assistant Function Director of 
the Event via a copy of the agreed Proposal.   The Function Director will then advise the 
Treasurer to raise an invoice for the deposit to guarantee the proposed date and use of 
facilities and ensures that the booked event is noted on the club calendar website. 

The Assistant Functions Director then produces ‘The Plan” for the Event ( where applicable ) 
and send to the appropriate Members of the Management Committee, outlining the details of 
the event.   A copy to be also sent to the Provedore including estimated beverage needs and 
bar staff requirements.    They then select a Member of the Function Committee who will 
take ‘ownership’ of the Event and ‘see through’ to completion and also send them a copy of 
‘The Plan’ 

If bowling is included in the Event, The Bowling Captains are to be advise for them to 
arrange Volunteers 

The Assistant Functions Director continues to liaise with the Member of the Function 
Committee to ensure that all obligations on the club’s part are met.  

At an agreeable time with the Client, before the Event, the Member of the Function 
Committee hosting the Event will arrange a meeting with the client to go over any final 
matters 

On the day of the actual event, the Functions Committee Member will have ensured that the 
premises are ready for the client.  They will supervise the running of the event, including 
arrangements for closing the event and returning the club to its normal operating condition. 



Following completion of the event, the Functions Committee Memeber will liaise with the 
Treasurer on compiling the final invoice for payment by the client.  Feedback will be sought 
from the client and others who have participated in the running of the event and a short 
review will be completed with the aim of improving future functions. 

As this area of the club continues to develop, it is anticipated that the Functions Director will 
become more involved with actively marketing our services. 

Attributes required to fill this position successfully would include a rigorous attention to 
detail, organisational expertise, interpersonal skills to engage with clients, confidence in the 
product, some financial acumen and an aptitude for sales. 

 


