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Title: Restaurant Captain
HRAE BT
Department: F&B

#I] BIRER

Hierarchy: Reporting to Restaurant Supervisor
HE AN EEZINENEi =
Direct Subordinates: Waiters/Waitress
HETRE JiFE Al

Indirect Subordinates: N/A

T B ANiEH
Cateqgory/Level: L6

KNI ) 62K
Scope/BR 3 Yo -

Overlook prompt and efficient service in the outlet and ensure compliance with XYZ Hotels &
Resorts Standards.

BT, BRI ARAE B NSO LI A R AR 55

Responsibilities and Obligations: BE 5 & X 5%

To manage the day-to-day operation of the restaurant and communicates to the restaurant
Manager any decision taken which did not require his\ner action and any other relevant
information.

BT HW e, M AT E AT SN 58T 4 B .

To assume the duties and responsibilities of the Headwaiter in his\her absence.
BT A R E AT H IR TR L 55 .

To communicate, coordinate and cooperate with other division\ section heads.
HREsErnon N RiFadE, i, &1k,

To coordinate, communicate, cooperate and work closely with the outlet chef.
58T BT, v RAEE.

To interact and build relationships with the restaurant clientele.
HRITRERELERERR.

To assist in maximizing revenue of the F&B by consistently providing high quality, professional
and well organized service.

IR R TR 2 SV 1 IR 45 PR A e KA
To control and analyze, on an on-going basis, the level of the following:

P I3 AR 2 R
0 Sales 44
o Costs ffi4
o Quality level and presentation of food and beverage products £ /i iF /K H & i &
0 Service standards i 55 A5k
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o Level of sanitation and hygiene in the cleaning of facilities and equipmenti% jifi i% £ 15&5 i&
PAEIK

o Quality of entertainment %15 i &=

0 Guest satisfaction %5 A Jii & /&

o Marketing i3
To ensure optimum performance in specific areas as assigned in the above areas.
B DR AE 28 [T I 55 i 18 AR 7 DX 22 HEATE o AR IR 55
To establish and maintain effective employee and inter-departmental working relationships.
ST IR YES A SO T 7 T TAER R
To conduct such functions as employee orientation, coaching, counseling and taking disciplinary
actions to ensure the appropriate staff productivity and efficiency.

TPRETAR, flan: mik. "TRI. SO S, i, Sl BLRCREUN B 07 X
SRR 2 TR TAE R

To assist the Restaurant Manager in maintaining an updated operating manual for the restaurant.
BT A PR R T i E T

To control an accurate logbook with guest and staff positive and negative comments.
NI E B Tl sk B =2 0 TR AR ArvFe i TAE H &

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

AT )EFGR T TR SR, BURFRRET, SR EAPRT BT &K

e In House rules and regulations 19 i #1 & il J&

e Health and safety {5 5 2 4>

e Grooming X &Y

e Quality i &

e Service IR%

e Hygiene and cleanliness = K¢ & ik &

To conducts daily briefings and participates in other meetings as needed to obtain optimal results.
HLFHBI IS IRV, PSR R

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

B, WhRIETR T 0 IR RN, R L S AL S I AR 55 A DRk 1) 8w A

To ensure that set-ups are in accordance to required standards\requests.

IR A BB T abndk.

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

W, AREETEN LRSS 5 RS

To monitor together of all beverage, material equipment and ensures that service requirements are
met.

WE TR, PR A B TR IR 55 2RI B bR .

To monitor and control all operating equipment for the restaurant.

WIS BT Py is 8 WAt

To keep aware of trends, systems, practices and equipment in food and beverage through trade
literature, hotel shows and site visits.

2
The largest FREE resource tool for Young hoteliers and seasoned professionals

©2015 INNARCHIVE.COM



CODE: 02.04.356

RESOURCE LIBRARY
STRUCTURE & ORGANISATION EDITION: 1
Job Description

PAGE 30F4

TR AR 5 1548 WSS ULIMISHS I | R &GS BIRR RN 2% 5]
o

e To organize the order of stock and equipment for the bar and restaurant operation and dry stores.
T Ab RIS T PR A i DA S8 T I 8 WA AT B B

e To monitor and check employees progress in operation and encourage up selling among the staff.
B A T 03 T AR R IR S 51 6 T 7 R AT

e To apply all employees’ personal hygiene, uphold housekeeping practices and assists ensuring
safe, clean and pleasant working environment.
WEA R TN ANDA, FFERITHIAGNE — N 2e, DA, RGN TERE.

e To ensure that all fixtures, mixture and equipment are maintained to the highest level and to
monitor and reports repairs when needed.
FORPTA BE X H . WA TR ARIRAS, Xy kAT & Wik & I AT R

e Torelate company policy to staff which it must be adhered any time.
B DR 53 AR i R 5K 51 TR 1857

e To ensure that menu’s and table set up are up to the standards.
BRI DL R B AR S AT A bt -

e To assist in dealing with gests requires and complaints and restoring guest satisfaction.
AL B N RN r,  ORUEZ NI s

e To ensure that all orders properly filled on captain orders and distributed accordingly, and all
orders must be processed and attended without delay.

IR IEWHIESE T 5 R L5, Frf S a2 s H I HiE .

e To be responsible for economical use of beverage, food and equipment.
TR TR K. B AR

e To participate in function and activities with other outlets when required.
LR, SInAL T HER T TAEES).

e To perform related duties and special projects as assigned.

HE AR AR 25 DA S 22 HER A ik AR 55 o
Securlty, Safety and Health / {55, =& R{EE:

Maintains high confidentiality in regards to guest privacy.
KT NG, DRI LS.
e Reports any suspicious behaviour of guests and staff to the General Manager and Security.
W N TAART 5847y, S ) e 22 3 R 22 AR 1] S o
e Notifies housekeeper regarding lost and found objects.
B PUTATIE RS, S 5 N2 55
e Ensures that all potential and real hazards are reported appropriately immediately.
T A R Pt A AT Vs A B SE ) s
e Fully understands the hotel’s fire, emergency, and bomb procedures.
PN IE K, BRI A SRR AR
e Follows emergency procedures to provide for the security and safety of guests and employees.
LA N A LR DR e A B T 22 4
e Works in a safe manner that does not harm or injure self or others.
PASC 224y 7 AR, gl fo B 5 St .

e Anticipates possible and probable hazards and conditions and notifies the Manager.
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T AT RER SE R AN G I, JF RN A 3
e Maintains the highest standards of personal hygiene, dress, uniform, appearance, body language and
conduct.

RIFHRAERANNLE, B, OFEGR, BiES &AT8.

Competencies / B8 1B R
e Good command of English and another language.
i 0 B TE R HARAE &
e 2 -3 years experience working in hotels.
2-35F ) TAEA LK
Interrelations / HHEL&:

Liaises with frontline managers and guest as necessary.
H5EE], BN R, BUNE R, BRI R R # RIEFRER.

Work Conditions TAE &4
Regular hours with extra times occasionally.

I AR 18] 4 2R A AT I B

Date
H 1t

Reviewed By
HRZA

Approved By
EE N

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.

Z YN LV RIFIATTCL ERATER BT, AT B Ar HR TR AR i b 2K RIS FRTE
WOTEE . IR T HER SR T IS 5 SR s L LHIER 5T . B 35 B AR AT T R S R 35 AATT B & i
KHPERE: R TIHF R 2R R RIHRTTA AT RE . P BB 2 B bR SR i K2 Nl S

Employee Signature Date
R H 41
4
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