JOB DESCRIPTION

TITLE OF POSITION:

Supervisor of On Course Food & Beverage Services

DEPARTMENT:


Food & Beverage 

REPORTING TO:


Manager of Food & Beverage Operations

JOB SUMMARY
To ensure the food and beverage department’s service and products are up to club industry standards.  To monitor employee teamwork and guest satisfaction on a daily basis. 

RESPONSIBILITIES & EXPECTATIONS

· Monitor employee teamwork and guest satisfaction on a daily basis.

· Supervise all functions and general daily food & beverage service.

· Act as liaison between line staff and management.

· Ensure that all preparation and closing duties are performed according to standards and published checklists.

· Assist with hiring, training and motivating food & beverage staff

· Assist Manager of Food & Beverage Operations in the execution of his/her duties and takes over some of the routine tasks during his/her absence

· Execute any other duties as requested by Immediate supervisors

DUTIES & TASKS

Human Resources Assistance

· Employ personnel that meet set expectations and are suited to working in a golf course environment.

· Orientate and train employees so as to ensure that each individual has a complete understanding of the Club’s policies.

· Maintain current departmental manual for the food & beverage department. 

· Build an efficient team of employees by taking an active interest in their welfare and development.

· Conduct employee performance appraisals as and when required.

· Terminate employment of personnel when or as required.

Operational Assistance

· Monitor, direct and co-ordinate all food & beverage related activities in a proficient and pleasant method. 

· Supervise and monitor opening and closing duties for Food & Beverage department.

· Ensure that POS system is operational and accurate at all times. 

· Provide co-ordination and services for all clubhouse events.

· Report on time and in proper uniform.

Financial Assistance

· Ensure that department budget is strictly adhered to and that all costs are controlled. 

· Collect charges or fees for all food & beverage related activities and produce daily sales and activity reports for the accounting department.

· Balance all cash at days end

Administration Assistance

· Order supplies associated with the food & beverage department activities.

· Maintain an attractive and an orderly appearance in the clubhouse.

· Record daily sales, demographics, room usage, etc. as required.

· Ensure proper ordering, receiving, storage procedures are being followed.

Promotion Assistance

· Promote Club throughout the community.

· Attend industry trade shows or tastings as required.

· Attend to guest requests and attend to guest complaints as required.

· Attend/conduct operation and department communication meeting as required. 

JOB SPECIFICATIONS

Supervisor of On Course Food & Beverage Services

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 a restaurant environment

· Some outside work required

· Non-smoking environment inside the clubhouse.

Work Characteristics

· Will be required to work on a shift basis, including weekends, evenings and holidays.

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

Professional & Technical Knowledge

· Solid understanding of the golf and country club environment

· Background in food & beverage and tourism & hospitality industry

· Education related to the industry or of a business nature.

Skills

· Organization

· Communication

· Quick evaluation and decision making

· Telephone

· Strong comprehension of English language (oral & written)

· Understanding and knowledge of food & beverage industry

· Strong public relations and human resources

· POS knowledge and programming

Time Considerations

· Must be able to meet deadlines as required.

· Work efficiently in a non-supervised position

