HOTEL REMBRANDT, WEYMOUTH

JOB DESCRIPTION.

NAME: ……………………………………….

JOB TITLE:  RESTAURANT MANAGER/ESS.

RESPONSIBLE TO: HOTEL MANAGER
OVERALL OBJECTIVES: 
To manage and supervise the Gallery Restaurant and all its operations. 

Ensure all restaurant staff provide a prompt, friendly and efficient service to the required standard through training ensuring customer satisfaction.

DUTIES AND RESPONSIBILITIES.

· Carry out duties as per ‘Waiter/Waitress’s Job Description

· To train and supervise all restaurant staff as required

· To prepare staff rotas and ensure sufficient and adequate cover

· Conduct the training and induction of all new staff

· Ensure that the correct uniform and name badges are worn

· Make sure all guests requirements are met professionally

· To greet all guests in a friendly and courteous manner.

· Ensure all staff are projecting a willing and helpful attitude to guests

· Recognise guests’ need and take appropriate action

· Delegate staff duties so all areas are adequately covered and service standards are met.

· Seat guests at the appropriate table and issue correct menus for the session, ensuring that the menus are in a clean and hygienic condition.

· Inform guests of dish availability.

· All staff must actively sell drinks before meals are served

· Be prepared to take orders from customers if necessary.

· Keep a diary for all bookings.

· Ensure that all booking details are clearly communicated to the Chef and Waiting staff.

· Consult with relevant departments about any booking queries.

· Plan the seating arrangements for each session, ensuring that all tables are laid to the required standard.

· Communicate with guests during service periods.

· Acknowledge all departing guests and promote a return visit.

· Ensure that all paperwork is completed to the standard required.

· Know and understand the customer complaint procedure.

· Ensure that all accidents are recorded in the accident report book.

· Ensure all health & safety, hygiene and fire regulations are complied with.

· Attend any meetings and training sessions as requested.

· Ensure all equipment and utensils are in good working order and available for use, reporting any shortfalls

· Liaise with the Head Chef regarding menu details, service times and discuss any problems arising.

· Attend meetings and training sessions when requested.

· Undertake such other duties as may be requested to ensure the overall smooth running of the department.

· To chair and minute monthly departmental meetings

· To conduct departmental staff appraisals

· Duty Management shifts as agreed with the Hotel Manager

CONSTRAINTS

No drinking of alcohol whilst on duty. 

Smoking only permitted in designated areas, which, due to the structure of the hotel may change from time to time. 

Access to public areas whilst off duty is only permitted with prior authorisation from the Hotel Manager and/or Duty Manager. 

Mobile phones must be switched off and not used in public areas during working hours. Personal calls can only be made during breaks. 

Use of gambling machines whilst on hotel’s premises is forbidden.

Constraints may change from time to time, see staff notice board for updates.

Whilst every effort has been made to ensure details of this job description are correct, due to the peculiar requirements of the hotel & catering industry, this list cannot be exhaustive.  Therefore, the jobholder may be required from time to time to carry out tasks as reasonably required by the Management.

Name of employee ………………………………………

Date …………………..

Signature ……………………………………………………

Supervisor/Manager …………………………………….

Date …………………..

Signature ……………………………………………………
