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	JOB DESCRIPTION

	JOB TITLE:  Food and Beverage Assistant – Golf 
	BUSINESS UNIT: Cobtree

	POST No:
	REPORTS TO:  Food and Beverage Manager


	MAIN PURPOSE
· To be front of house first point of contact for customers 
· Front of house supervision including bar, food service, functions, events and societies.



	SUMMARY OF RESPONSIBILITIES, ACCOUNTABILITIES AND DUTIES
PRINCIPAL DUTIES
1. Serve and present food and beverages, efficiently, meeting our standards 
2. Follow Food Hygiene and Health & Safety Regulations when preparing, cooking and delivering food to customers. 
3. Maintain personal knowledge by completing in-house training and workbooks 
4. Always adhere to all company policies and procedures and licensing laws 
5. Be involved and contribute at team meetings 
6. Carry out instructions given by the management team and head office 
7. Assist in the opening and closing the bar/site – this includes cashing up according to procedure, and locking the building according to procedure 
8. Deal with deliveries and report and loss or damages to the duty manager 
9. Assist in the varying elements of preparation/setting up of functions 
10. Adhere to portion control guidelines and presentation standards. (principle duties)
11. Ensure any vending machines are kept fully stocked and assist with filling the machines (principle duties)
12. Accept any deliveries and store secure, check items against the delivery note. 
13. Undertake safety inspections and cleaning inspections as required

14. Undertaken cleaning duties, keeping working areas clean and presentable at all times
15. Report any defective services, equipment and facilities to the manager 
16. Wear correct clean uniform with name badge
17. Attend training sessions and staff meetings as required. 
18. This role may include lone working (and some team working) and may include key holding responsibilities.
19. Conduct yourself in a professional manner at all times and adhere to Mytime’s Code of Conduct and standards. 
FINANCIAL
1. Operate a cash register accurately, ensuring Mytime’s cash handling and financial procedures are adhered to.(financial)
BUILDING AND MAINTENANCE 
1. Assist in keeping the bar, front-of-house and toilets clean and tidy, at all times 

2. Assist in keeping wastage to a minimum by the correct pouring and measurement of products 
3. Help to conserve energy and minimise wastage. 

MARKETING AND BRANDING
1. Keep up to date with current promotions and new products 
CUSTOMER SERVICES 
1. Deliver excellent customer service, at all times and resolve any complaints or issues from customers

2. Promote food and drink range and offers to customers 

4. Speak to customers to ensure that they are satisfied with their meals/drinks 
5. Ensure that the F&B area is safe, clean and warm before customers enter 


	SKILLS AND ABILITIES
· Ability to assist with cooking and preparation of food. 

· Ability to present and serve food and beverages.

· Good numeracy and verbal communication skills.

· To be motivated to serve the public and have the ability to provide excellent customer care.

· Ability to prioritise and multi-task within a busy working environment.

· Ability to work as part of a team and on own initiative.


	EXPERIENCE

· Experience of working in a customer service environment.

· Cash handling experience.
· Experience of working in a catering and/or golf course environment 


	QUALIFICATIONS
· Food Hygiene Level 2.




	CONDITIONS OF EMPLOYMENT:

· Conditional upon satisfactory references and food handlers’ health clearances. 
· Must be 18 years of age as you will be required to serve in the bar.



	CERTIFICATION

	Employee Signature:

…………………………………………………………...

Date……………………………………………………..

I certify that I have read and understand the responsibilities assigned to this position.
	Managers Signature :

…………………………………………………………...

Date……………………………………………………..

I certify that this job description is an accurate description of the responsibilities assigned to the position.


The above statements are intended to describe the general nature and level of work being performed by the XXXXXXX of this job. They are not intended to be an exhaustive list of all responsibilities and activities required of the position. The Job Descriptions do not form part of the contract of employment and the company reserves the right to change without consultation. 
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