JOB DESCRIPTION

TITLE OF POSITION:

Assistant Manager of Food & Beverage Operations

DEPARTMENT:


Food & Beverage

REPORTING TO:


Manager of Food & Beverage Operations 

JOB SUMMARY

Works closely with the F&B Operations Manager, Sales Department and Head Chef. Assists in the development and implementation of sales programs, pertaining to wedding, social and meeting markets. Directly coordinate events with clients. Assists in overseeing the general operation of Food & Beverage, including housekeeping. 

DUTIES, TASKS, RESPONSIBILITIES & EXPECTATIONS

· Assist in developing an operating budget for each of the Food & Beverage department’s revenue. 

· Assist in monitoring and in taking corrective action as necessary to assure that the budgeted sales and cost are attained.

· Assist in orientating, training and developing food & beverage staff.

· Assist in ensuring that all safety, sanitation, energy management, preventive maintenance and other standards are consistently met.

· Help plan external and internal marketing/sales promotion activities for the Food & Beverage operation.

· Help plan the organizational chart, staff scheduling and job descriptions/specifications for department.

· Partake in the menus development process with the F&B Operations Manager and Head Chef for all outlets and special events.

· Help establish quantity and quality output standards for personnel in all positions within the department.

· Ensure that all legal requirements are consistently adhered to, including wages, federal/provincial and or local laws pertaining to alcoholic beverages.

· Assist in researching new products and help develop an analysis of the cost/profit benefits.

· Implement policies and procedures for food and beverage department.

· Monitor the ordering and receiving program for products and supplies.

· Consults with Department Managers daily to help assure the highest level of guest satisfaction at minimum cost.

· Greets guests and oversees actual service on a routine and random basis.

· Help develop on-going training programs for food, service and bar production.

· Continually work to ensure the minimization of china and glassware breakage.

· Personally handle guest complaints advising the F&B Operations Manager about appropriate corrective actions taken.

· Lead by example in promoting the company goals of customer service, satisfaction and teamwork.

· Assist in planning and implementing of procedures for special club events and banquet functions.

· Participate in sales calls, booking appointments, outside sales efforts, guided site inspections and researching sales leads as necessary.

· Provides daily, weekly, monthly reports and other reports required.

JOB SPECIFICATIONS

Assistant Manager of Food & Beverage Operations

Performance Criteria

· Ensure each guest receives consistent services and products

· Ensure employees within department receive fair and safe working conditions

Work Conditions

· Primarily inside work within an office environment

· Some outside work required

· Non Smoking office 

Work Characteristics

· Will be required to work on a shift basis

· Must be able to work in a fast paced environment and be able to maintain environment

Professional & Technical Knowledge

· Solid understanding of the golf and country club environment

· Background in tourism and hospitality industry with extensive golf operations experience

· Education related to the industry or of a business nature

Skills

· Business Management

· Organization

· Communications

· Quick evaluation and decision making

· Telephone

· Strong Comprehension of English Language

· Understanding of golf industry

· Strong Public Relations and human resource

· POS knowledge and programming

· Keyboard and word processing abilities

Time Considerations

· Must be able to meet deadlines as required

· Work efficiently in a non supervised position
