[image: image1.jpg]




	Position:
	Assistant F & B Manager 

	Department:
	Food and Beverage

	Responsible to:
	Food and Beverage Manager

	Responsible for:

Replacement by :
	Restaurant Manager/Rest. Supervisor

Food & Beverage Manager

Restaurant Manager
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Main Purpose of the Job:
	The Assistant F & B Manager under the guidance of the F&B Manager according to Company policies and procedures will carry out his /her duties based on the following fundamentals:


(
Maintains the highest standard of professional ethics


(
Emphasizes and projects a high image for the hotel


(
Is concerned with the operating objectives of the hotel

             (
Operates with maximum transparency thereby projecting the truth about general                               observations.

Key Functions:
Maximizes the prompt efficiency of F&B office and ensures guests satisfaction. Depending on occupancy in hotel and special events at casino/ballroom, work is organized accordingly.


Key Result Area: Guest Satisfaction

Main Duties responsibilities

· Creates, update and printing of all food & beverages menu for CBR, CVE and TBH.

· Handles all IN & OUT going mail.

· Guest reception at the Restaurants

· Assists guests at Casino.

· Coordinates Casino guests transportation with Guest Services.

· Assists Casino Manager.

· Function as link between Hotel Management & Casino Management.

· Setting up internal & external Training programs

· Promotes special events.

Key Result Area: Employee satisfaction

Main Duties responsibilities

· Keeps all files in order and updated.

· Coordinates Employee issues with support department.

· Organizes employee of the month’s certificate & gift distribution. 

· Updates standard operating manuals.

· Assists F&B Manager in all his office functions: memo, minutes, information, schedules, evaluations, outlet program printing and distribution. 

· Plans yourself on a diary with a list of activities to be done on a daily, weekly, monthly base, considering new modifications and improvements for the operation.

· Coordinates Casino staff transportation.

Key Result Area: Financial Performance

Main Duties responsibilities

· Keeps record of all uniforms distributed to staff.

· Bills of uniforms if employee resigns.

· Produces all logbooks for outlets.

· Updates staff file: salary increase, date of hire, who on duty.

· Follows up requisitions and purchase orders.

· Controls F&B stationery and office material’s stock.

· Controls of key handling. Inventory reports with Account of deficit.
· Products and records of monthly attendance sheet for all outlets.
· Is aware of any activities/ events operating within the hotel in order to promote and maximize sales.

· Suggests ways of reducing costs without effecting the quality and standard of the hotel.

· Ensures energy and water saving.

· Financial Forecast and assist in Budget preparation.

· Monitor of Sales efficiency of profit center

Key Result Area: Environmental Awareness

Main Duties responsibilities

· Coordinates with housekeeping for cleaning and flowers decoration.

· Operates all equipment as per the operating guidelines.
· Has full knowledge of the hotel safety and emergency procedures.

· Complies with statutory and legal requirements for fire, health and safety, hygiene, licensing and employment.
· Is aware of all local customs.
Fundamental attitude factors:
May be called upon a times to perform other duties which are not included in this job description.
The ultimate objective of the Assistant F&B Manager to performance is the achievement of total customer satisfaction.
A key responsibility for the Assistant F&B Manager  is to establish and maintain a good relationship with superiors, colleagues and subordinates at all times.

Motivates his/her colleague to ensure proper service and good cooperation.
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I confirm that I have read and agreed this job description explaining the main duties & responsibilities of my job:

	Signed:
	(Job Holder)

	Print name:
	

	Date:
	

	
	

	Issued by:
	(Departmental Manager)

	Print name:
	

	Date:
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