JOB DESCRIPTION

	POSITION
	Waiter / Barman

	REPORTING TO
	Duty Manager

	DEPARTMENT
	


The focus of this position is the management of the day to day operations of ( name outlet ) in order to meet with the specified standards, objectives and policies of ( name outlet ).

Key performance Areas

OPERATION

	Daily allocation of duties
	Receive your daily tasks from the Duty Manager.

Ensure you are up to date of what the standard and volumes required for your daily tasks.

	Preparing Service Areas
	Prepare areas as per SOP

	Set up for Meal Times and Functions
	Ensure meal times have been set up according to the SOP.
Ensure that meal times are ready for service 30 minutes before service commences.
All waiters stations to be fully functional.

All equipment to be packed in order to minimise breakages.

SOP : Breakfast / Brunch / Lunch / High Tea / Dinner / Boma / Outside Functions

	During Service
	During service remain on the floor with guest to ensure service levels are extraordinary.

Breakfast : 09h00 to 10h00

Lunch : 13h00 to 4h00

Dinner : 20h00 to 21h00

Take care of any special requests
Ensure the waitron station and bar service areas are clean and fully functional and effective at all times.

Ensure pool areas are serviced once every 30 minutes.

	Break Down
	Breakdown is completed in accordance with the SOP standards.

	Staff Dress Code
	To ensure that you are neat, clean and correctly dressed and equipped with the necessary items required for efficient service, thereby maintaining the highest standards and appearance and social skills as required by company policy.

	Cleanliness
	To maintain an acceptable standard of cleanliness throughout the lodge at all times.

	SOPs and House Rules
	Be familiar with all operational manuals and house rules.

	Maintenance
	Report all maintenance issues in the Report book carried by the Duty Managers.


GUEST EXPERIENCE

	Enhancing the Guest Experience
	Ensure all aspects requested on the function sheet, reservation notes are met.
Making sure all guests are aware of the time slots activities takes place in.

	VIP Guests
	All VIP guests are handled in accordance with their VIP Status

	Offering of Services
	All guest to be aware of services Earthsong / Entabeni offers. ( Spa / Helicopter )
Assist with reservations and arrangements via reception.


FINANCIAL

	Collection of Revenue
	Ensure that all guests are charged correctly, and that the correct revenue is shown.
Every docket to be signed by the guest.

All dockets and cash to be handed to the Duty Manager as part of the cash up.

	Cash Up
	All cash ups are done in accordance with the SOP

	Stock Take
	Assist with stock takes as requested.
Daily bar stock takes needs to be completed.


HUMAN RESOURCES

	Schedule and control annual leave
	Ensure your attendance register is completed on a daily basis.

Adhere to company rules and policies.

	Training
	Attend Training as scheduled.

Assist in training of new employees.
Ensure training attendance sheet is completed for all training attended.

	Staff Meetings
	Attend meetings held once per week.

	Grievances
	Assist with t\he solving of grievances.


GENERAL
	Set an example for staff.

	Use your own initiative, cope in an emergency, accept change and keep up to date with new technology.

	Ensure that any first aid or fire action is taken speedily as required.

	Ensure maximum security in all areas under control.

	To wear full uniform when on duty as specified on Uniform Standards Policy

	Be punctual

	To be available to work extra time

	To be familiar with rules and regulations and security procedures

	Attend management meetings as requested.

	To perform any other reasonable duties as prescribed by the management


