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Biltmore Forest Country Club 

Job Description 

 

Title: Valet   Reports To: Member Services Coordinator 

Department:  

Classification: Full-time/Part-time 

 

Job Summary 

 

Valets park automobiles for members and guests and assist members and guest in and out 

of automobiles. Maintain clean entrances and parking lots and assist in certain 

housekeeping activities as requested. 

 

Primary Functions 

 Assists in double parking cars – making sure keys are in cars so they can be moved if 

needed. 

 Help members and guests in and out of automobiles; open lobby doors. 

 Assists members and guests with golf clubs and luggage; take luggage to the room. 

 Parks automobiles for members and guests. 

 Sweep Guest Drop off area and walls in front entrance. 

 Clean Windows on front entrance doors. 

 Flags stay up twenty-four hours. The manager will make the call on in inclement 

weather treatment of the flag.   In respect of the death of a member, the American flag 

is to be taken down and left down until the day after the funeral.  The Biltmore Forest 

Flag is to be set at half-mast until the day after the funeral. 

 Deliver packages to offices. 

 Maintain beautification and appearance of Club facilities including Club Room, Main 

Dining Room, Terrace Room, and Outside Terrace an the entire Parking Lot. 

 Clean ashtrays and replace with new sand if needed 

 Check bottled water dispensers in second floor office hall, employee break room, 

fitness and restock water and cups as needed. 

 Clean fireplace and restock wood 

 Turn gas logs on/off as needed in Grill Room and sitting area. 

 Turn Porte-Cochere lights on a 5pm 

 Make rounds to tidy up common areas of the club 

 
Secondary Functions 

 

 Report your whereabouts to the Member Services Coordinator if you leave the front 

area. 

 Maintains groomed appearance and wears approved uniform at all times while on 

Club property. 

 Maintain clear channels of communication with supervisor. 

 Maintain the coat closet in a neat and tidy fashion. 
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 Vacuum front entrance, foyer, Front Desk, Trophy Room, coat closet, phone booth, 

Terrace Room and Club Room. 

 Carry walkie-talkie for communication 

 

 

 

 

Performance Standards 

 

 Must comply with all rules and regulations as stated in the employee handbook. 

 Must be polite and courteous when dealing with members, guests, and co-workers. 

 

Qualifications/Skills/Education 

 

 Must be able to communicate in English in order to follow instructions and be able to 

communicate with members. 

 Must have a valid driver’s license. 

 

Working Conditions 

 

 Requires indoor and outdoor work. 

 Requires some repetitive movements. 

 Exposed to extreme heat and cold. 

 Weekend and Holiday work is required. 

 Must be able to lift, push and pull up to 50 lbs. on a regular basis. 

 

 

 

* This job description includes, but is not limited to the duties and responsibilities 

noted above. 

 

 

I have read and understand the requirements of this job description.     

 

 

 

_____________________________________ ____________________ 
Employee Signature     Date 

 

 


