
JOB DESCRIPTION

Position Title: 
Food & Beverage Director


Reports To: 
Club General Manager



Creation Date:
September 2010 

____________________________________________________
________________________________

Position Summary
The Food & Beverage Director is responsible for all food and beverage production and service for the Country Club.  In general the director will plan and implement budgets, hire, train and supervise subordinates and apply relevant marketing principles to assure the wants and needs of the club members are consistently exceeded.  
Position Characteristics

The characteristics of a successful Director of Food & Beverage include honesty, straightforwardness, integrity, accountability, leadership and dedication.  This individual must demonstrate interpersonal relations skills, be a good communicator and motivator and be administratively competent.

Essential Job Functions 
1. Assures that effective orientation and training for new staff and professional development activities for experienced staff are planned and implemented.

2. Develops an operating budget for the department’s revenue outlets; after approval, monitors and takes corrective action as necessary to assure that budget goals are attained.

3. Oversees Chef and all kitchen personnel. Provides daily communication to ensure consistent kitchen to front of the house operations.

4. Inspects to ensure that all safety, sanitation, preventive maintenance and other standards are consistently met. 
5. Assures that all standard operating procedures for revenue and cost control are in place and consistently utilized.

6. Develops creative ways of promoting club member dining and special events.

7. Ensures that all legal requirements are consistently adhered to including wage and hour and federal, state and or local laws pertaining to alcoholic beverages.

8. Maintains food and beverage personnel records. Provides timely written reviews for key staff.

9. Addresses member complaints in a timely fashion and advises the General Manager about appropriate corrective actions taken.

10. Monitors purchasing and receiving procedures for products and supplies to ensure proper quantity, quality and price for all purchases.

11. Reviews new techniques for food preparation and presentation in a manner and variety to maximize guest satisfaction.

12. Develops on-going professional development and training programs for food production, service and bar production/service personnel.

13. Ensures correct handling procedures to minimize china and glassware breakage and food waste.

14. Monitors employee dress codes according to policies and procedures.

15. Assists in planning and implementing procedures for special club events and banquet functions.

16. Manages physical inventory verification with inventory taken on a monthly basis.

17. Greets guests and oversees all elements of actual member service. 
18. Handles staff line-ups prior to all dining and special events.

19. All other duties as assigned by the General Manager and/or Board of Directors.

Additional Responsibilities:

APPEARANCE AND GROOMING:  All staff members are required to follow the guidelines set forth by the associate handbook.

LANGUAGE SKILLS:  Ability to read and comprehend simple instructions, short correspondence and memos, ability to write simple correspondence, ability to effectively present one-on-one and small group situations to customers, clients, and other staff members of the organization and hospitality community.

MATHEMATICAL SKILLS:  ability to calculate figures and amounts such as discounts, interest, commissions, proportions, and percentages and ability to apply concepts of basic algebra.

REASONING ABILITY:  ability to apply common sense understanding to carry out instructions furnished written, oral, or diagram form, ability to deal with problems involving several concrete variables in standardized situations and ability to address customer personalities in various business situations.


PHYSICAL DEMANDS:  The physical demands described here are representative of those that must be met by a staff member to successfully perform the essential functions of the job.  While performing the duties of this job, the staff member is regularly required to sit; use hands and fingers, to handle and feel objects, tools controls and type; talk with and hear guests.  The staff member is occasionally required to stand and walk.  The staff member must occasionally lift and/or move up to 50 pounds.  The specific vision abilities required are close vision.

WORK ENVIRONMENT: The work environment characteristics described here are representative of those a staff member encounters while performing the essential functions of this job.  The noise level in the work environment is usually moderate.  
Essential Job Requirements
EDUCATION 

A Bachelor’s degree is recommended with a preference in Hotel/Restaurant/Hospitality or Business Management.  Industry certifications are also desired.

EXPERIENCE 

· 6+ years of experience in Food & Beverage/Restaurant Management and Supervision
· 3+ years in a Director of Food & Beverage Role in a Private Club, Hotel or Resort environment
· Special event/banquet planning
REQUIRED SKILLS 

· Exceptional leadership and interpersonal skills 
· Exemplary guest service 
· Strong menu planning skills
· Excellent liquor and beverage knowledge
· Budgeting, purchasing and labor management skills 
· Outstanding coaching and training skills
PREFERRED ATTRIBUTES

· Ability to train and motivate staff
· Professional demeanor and appearance
· Desire to elevate our operation
· Creative flair to create new events and dining options for the club
Limitations and Disclaimer:

The above job description is meant to describe the general nature and level of work being performed; it is not intended to be construed as an exhaustive list of responsibilities, duties and skills required for the position.  All job requirements are subject to possible modification to reasonably accommodate individuals with disabilities.  Some requirements may exclude individuals who pose a direct threat or significant risk to the health and safety of other employees.  This job description in no way states or implies that these are the only duties to be performed by the employee occupying this position.  Employees will be required to follow any other job-related instructions and to perform other job-related duties requested by their supervisor in compliance with Federal and State Laws.  Requirements are representative of minimum levels of knowledge, skills, and/or abilities.  To perform this job successfully, the employee must possess the abilities or aptitudes to perform each duty proficiently.  Continued employment remains on an “at-will basis.
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          Food & Beverage Director’s Signature
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