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(Designed as quick?reference notes

or students, trainees, or n staff)

1. Core Purpose

e Customer liaison: Acts as the primary point of contact between guests and the

establishment.

e Service facilitator: Ensures food and beverages are delivered accurately, promptly, and

courteously.

e Brand ambassador: Represents the restaurant’s standards, culture, and image.

2. Primary Responsibilities

Area

Greeting &
Seating

Order Taking

Food & Beverage
Delivery

Key Tasks Typical Standards

» Welcome guests within 30?seconds
of arrival. )
) , o Warm, professional tone; clear
* Verify reservations, manage waitlists. o o
_ communication of any wait times.
* Escort guests to the appropriate table

and provide menus.

» Explain menu items, specials, and

dietary options.

» Upsell (e.g., suggest appetizers, No mis?reads; repeat order back to
drinks, desserts). guest for confirmation.

* Record orders accurately (hand?

written or POS).

» Serve dishes in the correct sequence

(e.g., salads before main courses).

» Observe proper plating etiquette (right Items arrive hot/cold as intended;
side for drinks, left for food). no spillage.

» Check temperature and presentation

before placing items.
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Area

Table
Maintenance

Problem Solving

Billing &
Checkout

Closing Duties

Key Tasks

Typical Standards

e Clear use&ﬁtﬁ&/nie@l@latfad u Stl’y

replace utensils.

* Monitor guest needs (water,
condiments, extra napkins).

» Keep the table tidy without
interrupting conversation.

» Address complaints promptly (e.g.,

wrong dish, temperature issues).
« Offer alternatives or compensation

per policy.

* Escalate to manager when needed.

* Present the check accurately; explain

any charges if asked.
* Process cash, card, or mobile
payments securely.

» Thank guests and invite them back.

* Reset tables (linens, glassware,
cutlery).

» Restock service stations (napkins,
condiments, glassware).

» Complete end?of?shift paperwork
(sales, tips, incident reports).

Table stays clean; guests never
wait for basic items.

Guest satisfaction restored within 2
?3 minutes of complaint.

Transaction completed correctly;
receipt provided.

All stations ready for the next shift;
paperwork error?free.

3. Essential Skills & Competencies

Skill
Communication

Product
Knowledge
Time
Management

Why It Matters

Clear interaction reduces errors and
enhances guest experience.
Knowing menu details (ingredients,
allergens, preparation) builds trust.

Typical Demonstration

Polite greeting, precise order repeat?
back, active listening.

Able to describe dishes, suggest
pairings, answer allergy queries.

Balancing multiple tables keeps service Prioritizes tasks, uses order?ticket

flow smooth.
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Skill Why It Matters Typical Demonstration
Attention to Prevents mi&@EMkﬁ@imu Siﬂéys order tickets against kitchen
Detail placed utensil). output, inspects table settings.

_ . Shifts often require long periods on feet Maintains energy, uses proper lifting
Physical Stamina

and carrying trays. technique.

Coordination with kitchen, bar, host, Communicates order changes, helps
Teamwork ) )

and bussers ensures seamless service. teammates during rushes.
**Problem
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