
 
 

 

 

c h e c k l i s t  

 
 

 
 

 
                            ASSISTANT   

 
 
BEFORE DINNER 

 MEET/CONNECT  WITH  HOST  TO D ISCUSS  DETA I LS  
OF  EVEN ING :  GUEST  L I S T ,  INV I TAT IONS ,  LOGIST ICS  

 
NOTES :  

•  Your  j ob  i s  to  he l p  th in g s  go  smooth l y  and  
no t  be  burdensome  for  the  hos t .   

•  At ten t ion  to  de t a i l ,  humor ,  and  a  ca lm  
manner  w i l l  go  a  l ong  way .   CREATE  A  L IS T  OF  I T EMS  NEEDED  FOR  THE  EVEN ING :  

SPACE ,  TABLE ,  D I SHES ,  ACCESSOR I ES ,  E TC .  

 DETERM INE  PREP  ACT IV I T I ES  AND SCHEDULE  ( I . E .  
SHOPP ING,  CLEAN ING,  DECORAT ING…)  

  

 

 
DURING DINNER 

 ARR IVE  TO HELP  S ET -UP  THE  SPACE  
 
NOTES :  

•  Have  fun !  

 HE LP  GREET  GUESTS  AND INTRODUCE  THEM TO ONE 
ANOTHER  

 B E  ON HAND TO SERVE  COURSES ,  THEN  CLEAR  
D ISHES  AND F I L L  GLASSES  AT  THE  END OF  EACH .  

  MAKE  SURE  NO ONE 'S  S TUCK  IN  THE  K I TCHEN  OR  
L EFT  OUT  

 PART IC IPATE  FUL LY  
 

 
AFTER DINNER 

 COMPLETE  ONL INE  GDP  QUEST IONNAIRE    
 
NOTES :  

•   

  

    
 


