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Front of House Manager Job Description
____________________________________________________________

[bookmark: _Hlk436998]The Front of House Manager oversees the hiring processes for all front of house positions at the Club. This position reports to the club’s General Manager.

SPECIFIC JOB RESPONSIBILITIES

· Hires and trains all restaurant personnel.
· Holds all food and beverage department associates accountable for reaching their monthly and annual financial goals.
· Has the ability to complete an accurate inventory count each month and has a firm understanding of cost of goods sold.
· Operates the food and beverage department within the budgeted payroll and adjusts it as sales increase or decrease. 
· Understands the financial connection between customer service, food quality, portion control, cost of sales, and payroll dollars, as they relate to the net income of the restaurant.  
· Oversees opening and closing tasks and balances daily and nightly cash drawers.
· Plans the weekly schedule for all of the food & beverage department’s employees.
· Works closely with the kitchen to ensure expedient ticket times, excellent food quality, and proper plate presentation.
· Plans, promotes, and directs all restaurant activities.
· Develops food and beverage sales and promotions as the business dictates.
· Incorporates safe work practices and safe food handling standards.
· Follows all State, Federal, and Bobby Jones Links rules in regard to human resources including such key policies as hiring and firing, discrimination, and harassment.
· [bookmark: _Hlk115254578]Ensures all I-9 paperwork,  e-verify, and onboarding is completed within three days of an associate’s hire date.

REQUIRED SKILLS

The Front of House Manager of a Bobby Jones Links club must have the following skills:

· Strong leadership and people management skills,
· Proficiency in Excel, Word, and club point of sales systems.
· Understanding of Club financials.
· Significant experience in the food and beverage industry.

PHYSICAL DEMANDS & WORK ENVIORNMENT REQUIREMENTS

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. While performing the duties of this job, the employee is frequently required to:
· Walk, sit, stand for long periods of time, bend, use hands to finger, handle, or feel; and talk or hear, stoop, kneel, crouch, close vision, distance vision, peripheral vision depth perception and ability to adjust focus.
· Required to stand for long periods and walk, climb stairs, balance, stoop, kneel, crouch, bend, stretch and twist or reach
· Lift up to 25 lbs. regularly; up to 50 lbs. occasionally and to lift overhead and push/pull, move lighter objects.
· Continuous repetitive motions
The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. 
· Indoor conditions that may be warm.
· Work near: grill and fryer.
· Noise level in the work environment is frequently loud.

_____________________________________________________________

IMPORTANT POLICY SPECIFIC RESPONSIBILITIES

· Learn and work following Bobby Jones Links’ Core Purpose, Core Values, and 17 Service Standards. These are the rules by which we serve.
· Abide by the employment rules in Bobby Jones Links Associate Handbook.
· Follow the guidelines in Carpe Diem, our master company operations handbook.

OUR CORE PURPOSE

Our core purpose is to make a difference.

Whether it is improving your club’s profitability, providing excellent customer service, enhancing course conditions, or improving a customer or fellow associate's day through small acts of service, we empower you to make a difference.  

Our core values are the essential and enduring tenets of Bobby Jones Links. They are the glue that holds us together and will stand the test of time, permeating everything we do in our pursuit to make a difference.

OUR CORE VALUES

What follows are characteristics – the core values - of the people who make a difference at Bobby Jones Links.

1. MAKE PEOPLE HAPPY

· Service First
· Solve Customer Problems
· Have Fun

1. DO WHAT YOU SAY

· Be Loyal
· Be Dedicated
· Be Dependable
· Do the Right Thing

1. STRIVE FOR EXCELLENCE

· Be Humble
· Be Confident

1. BE DRIVEN

· Be Proactive			
· Be Innovative
· Go the Extra Mile

1. GROW EVERY DAY

· Willing to Learn	
· Be Adaptive
· Stay Curious

OUR 17 SERVICE STANDARDS

1. “Yes, is the answer.  What is your question?”
2. We regularly surprise and delight our customers.
3. When a customer says, “thank you,” we always respond genuinely with “my pleasure.”
4. We read our customers, focusing on their pace and specific situation to deliver a more personalized service.  
5. We use our customers’ names whenever possible to deliver a more personalized experience.  
6. We make eye contact first with each customer within eyesight while sharing a smile, speaking enthusiastically, and connecting personally.  We believe in interactions, not transactions.
7. We use elevated service language to create a memorable experience for our customers.  We use phrases such as “good morning” and “good afternoon” instead of “hi.” 
8. We answer the phone in three rings or less with a smile in our voice.  We identify ourselves and ask, “how may I serve you?”
9. We are empowered to take care of any customer situation that arises.  We solve issues quickly and go above and beyond to create member satisfaction.
10. Rather than pointing, we escort customers toward their destination until they are comfortable with the directions.  
11. We make a difference in our customers’ day.  We go above and beyond to impact their lives in a positive way.
12. Service excellence is a team effort.  We step out of our usual duties to assist our teammates.
13. We create a positive and supportive teamwork environment, treating each other with respect and dignity.
14. We are responsible to report and correct defects or problems before they affect the customer. We deliver product and service excellence.
15. Our attire and demeanor reflect positively on our club and brand.
16. We respond to customer and associate requests in a timely manner. We answer customer emails and voice mails within 24 hours.
17. We are Bobby Jones.  Be positive both inside and out of the workplace and honor his character and legacy.

__________________________________			________________ 
Associate’s Signature						Date
___________________________________			_________________
Supervisor Signature						Date
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