
Job Description
This job description forms the basic requirements of your employment. This is not an exhaustive list and there may be occasions when you are required to perform duties outside the scope of your job description. Bonuses, benefits and promotions will be based on the success of the following. 
Restaurant Manager
The Restaurant Manager is responsible for all day to day restaurant operations. This includes staff development and training, and the maintenance of all policies and procedures in the restaurant.
Responsibilities and duties:
· Maintain a high level of service for all guests.
· Execute all Standard Operating Procedures (SOP’s) and ensure that they are adhered to by all members of staff within your department.

· Attendance and contribution at management meetings.

· Ensure that all duties and assignments are performed and completed in a timely manner.

· Ensuring that all deliveries are recorded: checking wines are received and cross checked with original purchase orders.

· Working alongside with the Sommelier to ensure all wines are in stock, the correct vintage is displayed on the wine list, and they are stored at the correct temperatures prior to serving.
· Overseeing monthly stock inventory so all stock is accounted for. All reports must be presented to the General Manager.

· Ensure that all wines are achieving the correct Gross Profit (GP) margins.

· Ensure that an end of night report is completed to ensure correct recording of all transactions.
· Ensure that all petty cash items are signed and accounted for on a daily basis.
· Suggest and implement strategies that can lead to increased revenue.

· Ensure that all food entering the dining room correspond to the recipe cards.

· Ensure all cash payments are received, recorded and a receipt is provided to the customer.

· Ensure the restaurant and dispense bar are kept to a high level of cleanliness at all times.

· Ensure the dispense bar is stocked and that drinks are only dispensed when a docket is received.

· Ensure that all waste, transfers to other departments, promotional stock, breakages and spillages are documented.

· Assist staff when required at busy periods.

· Completing a weekly staff rota ensuring fair distribution of hours to all staff, using part-time staff only where necessary.
· Ensuring the restaurant staffing budget is adhered to when compiling weekly rota.

· Ensuring that all staff attend work punctually and arrive in the correct uniform.

· Disciplining of staff as and when required, using correct company standards and procedures.

· Record any accidents that occur, no matter how minor, by using the correct accident reporting procedures.

· Ensure that menu briefings and quizzes are carried out regularly with all waiting staff.

· Work closely, and communicate with the Chef to ensure a smooth operation at all times.

· Develop a service standards manual to assist all staff in the operation of the restaurant.

· Ensure that the Sommelier is briefed on all up and coming functions to ensure correct serving of wines. 
· Ensure all work is carried out in compliance with Health & Safety regulations.
· Ensuring all staff are happy in their work, and making sure any problems are dealt with in a compassionate and professional manner.
· Dealing with complaints from customers in an efficient and courteous manner.

· Completing a customer complaint form and providing recommendations for future.

· Dealing with enquiries from potential customers, whether in person or over the telephone.

· Prior to any wedding commencing, be introduced to the Bride and Groom, to ensure awareness of any special requests or last minute details.
· Perform any other duties as directed by the General Manager.
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