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Title: F&B Manager

HRAL BIERA

Department: Food & Beverage

| BN

Hierarchy: Reporting to EAM i.c. F&B

- S=UN AT LRI S

Direct Subordinates: Assistant F&B Manager

s T 4% BT R 2

Indirect Subordinates: Outlet Managers, Headwaiters, Captains, Hostess, Waiters
CIREN BITAM, SBIRSS L, L, L, RS R
Category: L2

) 2%

Scope / BREEVE F:

Supports EAM in his assignment and assures that set objectives are understood and implemented
in the operation.

BRI TR, TREIIEE His, JF HARSE h TR L.

Implements Policies & Procedures following local legislation, whilst maintaining XYZ Hotel
standards in Food & Beverage Management.

WRYE T SRS BUCRAE R 437 5 B S AR -

To implement an effective and efficient day to day training, communication, administration and
reporting, to and between the hotel’s departments and individuals, resulting in a highly motivated,
flexible and multi skilled workforce.

XA HB ) B SR T AR 5 81 B 02 T R) ST Ak e 50 H R B, Y, AR Ak
TAE, fTiE— APk b, RiE, — ANZHETERB.

To interact with individuals outside the hotel including, but not limited to, clients, suppliers,
government officials, competitors and other members of the local community.

SEESMEN LT ES), GREARTES, HNE, BUFER, P AES
AL X B Co

Responsibilities and Obligations / BR 3t & X %+

Provide positive leadership to all people within the Food & Beverage Department. Recognizing
that productivity and customer satisfaction are best achieved via a positive workforce; it is
expected that recruitment, training, motivation, working conditions, internal communications,
quality control, employee empowerment and staff recognition will be managed in a manner to
insure a positive and productive staff.

FEB R R BN 1) U E F o BERS VAR 31 A AR A B A RE ok A2 7 230 K% 7 1)
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Act as a positive, contributing member within the hotel’s management - encouraging
communication, cooperation and assistance among all staff.

FEI S B B P ARy — AR ) b HLAT STk A R R AT SE-7E T A S L P E AT Sl Vi,
5 R T AR

Develop a comprehensive business plan for the Food & Beverage Department. To report and
explains to outlet managers financial objectives and actual results on an on-going basis.

DN ] 7€ 4 1 58 A DRI o RRERANIT IR R AN T S BRI 55 B AR I N DARRE
iR

Follows up with the outlet, train the trainers that the training program is successfully implemented
and maintained for the continuing development of job skills for all employees of the Food &
Beverage Department.

PREEBRE BTN TAE, W ORBE IR U128 URAR BT I SE i TR URAE I LGRS, DL 2 4
ER T A 1 L AR RE R RREE R -

Develop and support Profit Centres in supporting Outlet Managers, honouring their “Management
Charters” and allowing them independence and authority necessary true Outlet Manager status.
I SCRF ARSI A PR AR A ISl oy, MR “EHER" , 4T
AT RS R AR BAEARA T3E N IERIER T4 HRAS

Coordinates on a day to day basis with outlet managers the smooth running of the operation.
H5RITRMBATHE N, #iRIERIZE.

Maintain a professional appearance and behaviour whenever representing the hotel or the
company.

TRATRS, TIRARBEILE AT, A RS RIIER AT N

Insure that all fiduciary, financial matters and transactions in the department are handled in a
manner consistent with relevant standards and procedures as established by the Financial
Controller’s Office.

BROREST MEHE, W55 SR 5y WA 24 AE I 55 B 1 € HOARME SRR P HE SR A 58 A o

On a day to day basis insure that all facilities, equipment, furnishing, service ware, physical
inventories and any other physical assets within the Food & Beverage Department are properly
purchased, accounted for, used, secured and maintained.

B AR A 6O, W, KA, IR, 1758 R H AR 537 1 & BRI,
AL AR, ORAF R e

Assure that the safety, sanitation and security program within the department is understood and
followed by each member to protect the hotel, the company and the customers.

YA INE, AE RS, BRI KR TR 24, DA R RREFE .

Keep the General Manager, current on information in food and beverage such as changes or
events that he or she should know about.

L R A BAR R LN 1 AR AT RS S, W AR s B i 3h 45

Insure that all policies and standards of the other departments, (personnel, accounting,
engineering, etc.) which affect F&B are implemented, understood, communicated within the
department and adhered to by all F&B personnel.

DRI REER = A S ) e B T T B BUR SebrdE CNERAE. 9530, LR HSE) £EAHET]
PR ARGF () St HRAR . V018 S8 ST .

Performs other duties assigned by his/her supervisor.

eI E BB B RIS .
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Training and Development / 3539l & R &

To implement an effective Manpower Development System, which maximizes potential and
satisfies our present and future manpower needs.

KA I NEIT KRG, L KATEFE N2 I 2 2N BoR RN 76 3K

To ensure that an effective Departmental Training System is in place and with the Training
Manager, stimulate, motivate and lead the Departmental Trainer’s activities.

WIIRESA R I B I R S, SEOIGHE R ESE . WUsh I ST 55 YN 5e sk Il L
(="

To assist the Training Manager with the training of Senior Management Personnel and specialized
training.

PB4 58 BB X 8 BN A BB I DA R B B I R I

To ensure that all Personnel and Training staff are well versed with the Personnel and Training
functions.

BRI A N AN GOl e N\ 55 AR )ITERRE .

To ensure the production of modern and progressive training programs and materials that reinforce
XYZ Hotels approach to development and training.

BB U SRR RO B I T 58 AR T A R #b 7o s A0 AR (41 e S Bl ik

To ensure that trainees are provided with professional counsel and learning opportunities, which
best facilitate the learning process.

iR 95 IR T B8 A S 2 by, DAEOR RO k7 2] 1 75

Marketing / T 37584

To ensure that all external communication in the form of Recruitment Ads, External Hotel and
Human Resources Activities and Internal Communications through Employee Notice Boards,
collateral etc. portray a professional image in line with the Hotel’s and management company’s
graphic standards.

B R WAEIS T 5 SNBSS, ANERN D SRR S AL A A VA 8 Sl 7 A 7R
EI Rl ity S5 BT A K PN B8 VA 8 S8 AR HE R I S BRI RV AR itE SR TR ER . .

To research and propose competitive compensation / benefits / incentive package. To ensure that
employee compensation, benefits and incentives are attractive to employees when compared to
those offered by our competitors.

WO B e TR AR A 2L L], B iR BB SE R H AL, JRATSRBEAT M |
TR B2 it 63 T8 AR 51 77

To establish a professional network of Human Resources and Training Specialists from competitive
hotels and other Industries.

53040 T H e AT D) B ER S B I K AL Bk R

To ensure that the Hotel projects “preferred employers” image within the local community and is
seen as being the industry leader by both the community as well as Government Organizations such
as the Labor Department etc.

B ORI BENS 1 At X R BURFH Y Canos sl 1) MONAT L e, e b ar “ et
F7 MBS

Administration / {7 EUAS
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To ensure that all Departmental Operations and Training Manuals are prepared and updated
annually.

T DR A P TR 8 B SE TR 1 T B B U0t

To assist General Manager in the compilation of all the departments’ written Policies & Procedures
into the hotel’s own in-house policy manuals.

Bl A BRG] OO B AR T AN 5 7 5 F

To have a complete understanding of Local Labor Law, Statutory and Company Insurances,
Hygiene and Safety Laws etc.

ABLMTTINERE,  SABE R, AR S RS

To conduct weekly F&B Meeting.

HLBPRT B2 .

To ensure that all meetings are well planned, efficient and results oriented.

BRI A B2 VAR TRl

To submit monthly reporting package on a timely basis to the General Manager.

IS ) R P AR T H AR

Occasional Duties / H&:

To carry out quarterly, bi-yearly, yearly inventory of operating equipment.
TR, PR, FREIEE RGN

To carry out any other reasonable duties and responsibilities as assigned.
SERL IR B H A AR 25 SR 5T .

Security, Safety and Health / f£[&, &4 K%

Maintains high confidentiality in regards to guest privacy.

TRIUEZS N ES A = AL

Reports any suspicious behaviour of guests and staff to the General Manager and Security.
it e N TA AR SEAT e, SN ) e 22 3 R 22 AR 1] S ik o

Notifies housekeeper regarding lost and found objects.
BRUFATIE RS, S 5 R0 25 55 6

Ensures that all potential and real hazards are reported appropriately immediately.

TN R I R AT ATV AR B SR AR B

Fully understands the hotel’s fire, emergency, and bomb procedures.

PINWGIE K I, BRI LA SR E R AR

Follows emergency procedures to provide for the security and safety of guests and employees.
WY TR R SRR, PURIER A K R T2 4.

Works in a safe manner that does not harm or injure self or others.

PASCRR 224 i 7 sUEAE, @t k3 S R E N

Anticipates possible and probable hazards and conditions and notifies the Manager.

UL AT B SR BG O, I S i R BN AL .

Maintains the highest standards of personal hygiene, dress, uniform, appearance, body language
and conduct.

RIEFRAEDNANLE, B, OFENCR, BiiEs &7 8.

Competencies / B S ER

4
The largest FREE resource tool for Young hoteliers and seasoned professionals

©2015 INNARCHIVE.COM



CODE: 02.04.350

RESOURCE LIBRARY
STRUCTURE & ORGANISATION EDITION: 1
Job Description

PAGE 50F5

e Good command of English and 2 other languages
RAEF I L R ARG S BEST .

e Five years experience in 5* hotels.
SHEE LA bR W AR .

e Has worked in both banqueting and restaurants.
WERT kEsTEERK.

Interrelations / A EER &
Liaises with all departments, F&B employees, Government Officials, Suppliers, Customers.

HERE], BIRE G, BUN SR, BUNR A& .

Executive Duties / {TBUR 5 :
To assume the functions and responsibilities of Duty Manager in accordance with the Hotel's Duty
Manager's Roster.

Y E P B fER, ARIEEYT B LT,

Work Conditions / TAE&#:
Regular hours with extra times occasionally.

I AR R, AR ZR AT N

Date
H A

Reviewed By
HRZA

Approved By
GE DN

I understand and agree to the above Job Description and that as a policy of XYZ

Hotels & Resorts, it is the responsibility of all Employees, to be both willing to teach, in order
to help colleagues reach their full potential and willing and accepting to learn, in order to progress and

improve personal abilities, resulting in maximum guest satisfaction.

2N L VRIEIATTCL ERATER DT, A A HR SRR i b 7k R0 I E FR
FOTEr . SRTHER LR T IR 21 R e i TR ST . B 35 B AR AT T [F) S R A5 ARATT B £
KHPERE: BT IF R IR R RIHRTIA AT RE . P BB 2 B bR SR K2 Nl =

Employee Signature Date
R T H 34
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