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Title: Assistant Food & Beverage Manager
HRAL BB RI A

Department: Food & Beverage

| BN

Hierarchy: Reporting to F&B Operations Manager
- S=UN g ga

Direct Subordinates: Restaurant and Bar Managers

Hg % BT SR 22 B

Indirect Subordinates:

Headwaiters, Captains, Hostess, Waiters

FEHETH =R ARSS L, SEE, AT SRS
Category: L4

255 A%k

Scope / R VE

e To provide direction to the Food & Beverage section heads.
NI ERT 5T AR AR R =

e To interact with individuals outside the hotel including, but not limited to, clients, suppliers,

government officials, competitors and other members of the local community.

SIS LT E S, BEEART RS, BN, BUFE R, 9 LA E i

FEIX RS B -

Responsibilities and Obligations / BR 57 K& X 5%
e To be responsible for the day —to-day operation of the assigned Food & Beverage service sections
and inform the F&B Manager and EAM i/c F&B of any decision taken which did not require
his/her action and any other relevant information.

DT BBk S XIR HEiaE, IFBIKiaE 23N 38R AT B R & o & At/
Gt R AT AT AT Bl B TR SR S AT AR B AR AR R
e To conduct daily briefings and participate in other meetings as needed to obtain optimal results in
the absence of the F&B Operations Manager.
BRI EZBEAERN, AR SIRE R EZAAS I E S
e To control and analyze, on an on-going basis, in order to optimize the following:
RREEEAT A A, DAOCAL AR IUH -
1. Quality levels of F&B products and service standards
BT il SR 55 b o ot 55 4%
2. Guest satisfaction
BRI
3. Merchandising and marketing
BT E R
4. Operating costs, payroll & beverage cost
IBE A, FN A LA K A
5. Sanitation, hygiene, condition and cleanliness of all facilities
P BB ) A RIS i
e To ensure optimum performance in specific areas assigned in above areas.
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B O LA 510 2% B 301 H 245 7€ IX 0 e AR BE

To establish and maintain effective employee & inter-departmental working relationships.

AT IFYE ZR 5 T BT IR) A R AR R &

To conduct such functions as interviewing, hiring, employee orientation, performance appraisal,
coaching, counseling, and dismissal if necessary to ensure appropriate staff productivity and
efficiency. To consult with F&B Manager and EAM i/c F&B , Food & Beverage Section heads,
and Personnel Manager, as appropriate in performing above duties.
PATCLTRERRE, ik, 485, S TNERERI, SUSKUE, S, W, R BRI
TN, DAORIERS) 2 T mai. SRS ES MM EERBIRIATEEIL, BRI
ST AL NFEH R, RS EAT LRIRTT.

To develop training plans in accordance with hotel guidelines and implement, conduct training as
well as on-the-job coaching.

AR 77 B BT BRI, HZASEERE I DA AAE X35

To maintain and up -date operating manual for each F&B section.

AP IF BRI & s E T

To create and control an accurate logbook with guests and staff positive and negative comments.
AN IFEHAFSIREN TER &, Wk BB AL TR IR & AT AT

To implement the hotel and department regulations, policies and procedures including but not
limited to:

SR JE AT TR, BUKLL AR, BFEEAR T
In house rules and regulations / Ji& P4 #1 2 il &£
Health & safety/ {8 5 2 %2 4=

Grooming/ {X &AL £

Quality/ Jii &

Service/ k%%

Hygiene and cleanliness/ T24E M i v

To superVIse coordinate and direct the prompt, efficient and courteous service to ensure that
standards are met.

B, BhRIRTR T R OB NS BE A, RO BINIRSS, W ERiE BRSSPk

To lead and participate in service as necessary in accordance with the requirements and practices
of the restaurants.

FEEINIRYE R T ER OB E F %, R LTI REZ 5k

To handle administrative work and keeps updated files on the following restaurants and other
F&B sections matters:

REFATBUE FETAE, JF BNk T S e s ] AR B S5 A7
Finance / 11 %
Standards / Fx i
Training / 55|
Entertainment / %21/
Promotions / #)
Meetings / 21X
7. Miscellaneous / L& 2%
To assist the F&B Operations Manager or his/her delegate in setting restaurant goals and
developing strategies, procedures and policies.
R AR ERITEN H IR, KERE, 7 LB,
To assist the F&B Operations Manager and EAM i/c F&B or his/her delegate in preparing the
yearly F&B division budget.
PRI IE S 2 B R oy AR AT BRI R B AR A 28 A P A R T T

o UhwWNE

ocogakrwnE
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e To monitor the stocks of all beverage, material and equipment and ensure that service
requirements are met.
W IT K, B SO AT, BRI 2RSS oK .

e To monitor & control all operating equipment for all the outlets.
B SE H TR R 15 Wk

e To participate actively in the Breakage Committee under the chairmanship of the Chief Steward.
k2 5 LUE H O BRI S 2 i T AE .

e To monitor together with the Outlet Chef local competitors and compares their operation with
his/her restaurants.
5T LR Z b i 58 S0 TS HEAT R A, X T BN ARG HEAT X EE

e To coordinate, communicate, cooperate and work closely with the Outlet Chefs.
S5RT EEAHEPAE, A, HUEE.

e To coordinate, communicate, cooperate and work closely with other division/department.
H5HEMITHER, Wil REFEVIRNEERR.

e To keep aware of trends, systems, practices and equipment in food & beverage preparation and
service in the hotel and restaurant field through trade literature and actual visits.
IS RV SCHR A S FE T, A B R TR R b STV AE B &I K T £ S IR 55 T T HY
EH ERL SIHGE &AL %

e To perform related duties and special projects as assigned.

TE G AR L E AR AT S5 LR IR T H

Securlty Safety and Health / {fk%, 224 RK{EE:

Maintains high confidentiality in regards to guest privacy.
KT N, DRI L.
Reports any suspicious behaviour of guests and staff to the General Manager and Security.
Wi e NE TA AR SEAT y, S ) R 22 3 R 22 AR 1] S i o
Notifies housekeeper regarding lost and found objects.
BPUTATIE Ao, S 5 RN 55 6
Ensures that all potential and real hazards are reported appropriately immediately.
T A S I ) o AT AT Vs A B SE R s
Fully understands the hotel’s fire, emergency, and bomb procedures.
NG K, BRI LA SRR A SR
Follows emergency procedures to provide for the security and safety of guests and employees.
AT A RSB R, MRIER N R T2 4.
Works in a safe manner that does not harm or injure self or others.
PASC 224y 7 sUEAE, e dedi 35 BN .
Anticipates possible and probable hazards and conditions and notifies the Manager.
TR AT RER SR B g oL, I St A BN A .
Maintains the highest standards of personal hygiene, dress, uniform, appearance, body language and
conduct.

ReFm AN N, B, (CFBCGR, BiRES T8,

Competencies / B S ER

e Good command of English and 2 other languages
R 93 e 1A RRIE = e

e Five years experience in 5* hotels.
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SEEC LA b B I TAEA L .
e Has worked in both banqueting and restaurants.
WERT kEsTAELRK.

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

HEMIT, R, BUFE R, BRI AR L RIFRIER AR .

Executive Duties / /TEUER 3 :
To assume the functions and responsibilities of Duty Manager in accordance with the Hotel's Duty
Manager's Roster.

MRAEW EME P2 BAC (3R, ARIHE IR PRIRAE IR Bt .

Work Conditions / TAE %4
Regular hours with extra times occasionally.

I TARRSTA], AR R EAT I

Date
H 1

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.

ZUN L VRIEIATT LA ERIATHR DT, R ATE I 5 A7 R STR A i 2R R0 I8 s R
FOTEr . SRTHER LR T IR 21 R P i TR ST . B 35 B AR AT T [F) S R A ARATT B £
KHPERE: BT IF R IR R RIERTTA N B e . P A2 B bR R R 2 Nl =

Employee Signature Date
R T H 34
4
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