Food & Beverage Manager餐饮部经理
Job Description 工作职责

POSITION IDENTIFICATION 职位识别
	Job Title:

职位
	Food & Beverage Manager
餐饮部经理

	Job Grade:

级别
	4
5
	No of Staff supervised directly: 

直接管理下属
	6

6

	Department:

部门
	F&B Administration
餐饮管理
	No of staff supervised indirectly:

非直接管理下属
	75

75

	Job Purpose:    

工作目的
	Responsible for assisting the General Manager in the running of the hotel by undertaking the overall direction and operations of all food and beverage outlets in the hotel and for ensuring the effective co-ordination of activities between them. Accountable for the achievement of the overall goals and objectives of the F&B Division and for the hotel meeting its F&B financial and guest satisfaction objectives.
负责协助总经理保证酒店的运作，通过保证酒店餐饮每个部门的整体管理和运作使每个部门间的活动有效地协调。对餐饮部的整体目标的实现负责任，对达到酒店餐饮财政目标和客人满意度的目标负责。


REPORTING RELATIONSHIP 汇报关系    








KEY RESULT AREAS 关键领域

	Assists the General Manager in the overall running of the hotel by participating in the decision making of the hotel’s policies, philosophy, direction, goals and objectives and is responsible for their implementation thereafter.

通过参与酒店政策、理念、方向、目标和宗旨的决策来协助总经理运营酒店，并对决策的实施负责。
Oversees the performance of all Outlet Managers by providing guidance and assistance in the execution of their responsibilities and helping them set the agreed departmental objectives.
监督各个楼面经理的表现情况，通过提供指导和协助帮助他们制定达成共识的楼面目标。
Directs and controls all subordinate Food and Beverage staff to ensure that all day-to-day operational matters are handle on time and guests’ expectations are meet.
领导和指挥餐饮部全体员工以保证日常事务的合理处理及保证达到客人的期望。
Ensures that the standards of Food and Beverage meet or exceed expectations by overseeing the quality, consistency and presentation in all outlets and making sure that they conform to the hotel’s requisites at all times.

保证餐饮部的标准达到或超出期望，监督各厅面的质量、一致性和出品并确保其始终符合酒店要求。
Ensures that the standards of service in all outlets are in conformity with the requisite standards of the hotel and that they meet or exceed expectations by sending staff for training, etc.

保证各厅面的服务标准与酒店的要求相符合，通过遣送员工培训等方式达到或者超出期望。

Prepares, communicates and implements, in conjunction with the Executive Sous Chef and Chinese Master Chef, an annual Food and Beverage promotion for all restaurants and assists Sales & Marketing in designing the advertising material for such promotions.
与行政副总厨和中餐总厨共同准备、沟通和执行餐饮部每个餐厅的年度促销计划，并协助销售部设计各类促销的广告。

Prepares, communicates and implements, in conjunction with the Executive Sous Chef and Chinese Master Chef, menu change cycles for all restaurants.
与行政副总厨和中餐总厨配合，准备、沟通和执行所有餐厅菜单的变更。

Ensures the implementation and maintenance of O.E. par stock in all outlets and oversees the inventory taking and control.

确保每个楼面营运用品贮存量的使用和维持，监督盘点的实施并做好控制。

Ensures the implementation and maintenance of beverage par stock in all outlets and oversees the stock take and control.

确保每个楼面酒水贮存量的使用和维持，监督盘点的实施和做好控制。

Is responsible for all Food and Beverage pricing, maximizing outlets profitability while maintaining value- for-money principles.
负责所有餐饮价格的制定，在保证价格合理的原则下做到所有餐厅楼面收益最大化。

Is responsible for strengthening cost-profit ratios by continuously monitoring the Food and Beverage cost and performing financial performance analysis.

通过持续的监管餐饮成本和实施财务行为分析来强化成本与收益比例。

Is responsible for the implementation and co-ordination of all Food and Beverage related aspects within the Group’s profit chain efforts.

遵循服务利润链原理负责实施和协调所有餐饮方面事宜。

Is responsible for submitting to the General Manager an annual business plan.

负责向总经理提交每年的餐饮部运营计划。

Assists in the preparation of the hotel’s annual budget and, more specifically, prepares monitors and controls the hotel’s Food and Beverage budget.

协助准备酒店年度预算，做好酒店餐饮部预算的监管和控制。

Oversees the standards of cleanliness and hygiene in all Food and Beverage areas and takes appropriate action when necessary.

监督所有餐饮区域的清洁和卫生，必要时采取适当的行动。

Maintains an efficient administration within the Food and Beverage division preparing and submitting operational reports on time.

    在餐饮部门保持高效的管理，确保按时准备和提交相关营运报告。


GENERAL 概述
	Contributes to the morale and team spirit of the hotel by building and maintaining supportive and effective relationships with colleagues and associates, instilling confidence and demonstrating “chemistry” with key constituents.

通过与同事和员工建立和保持积极有效的关系从而促进酒店的斗志和团队精神，提高团队信心，并在团队中扮演重要的起推动力作用的角色。

Adheres to the hotel’s policy on “Duty Manager” duty roster.

遵循酒店政策根据排班担任值班经理。

Performs any additional duties, as specifically directed by the General Manager.

履行额外的职责，特别是总经理指示的额外职责。

Keeps abreast with developments in the hotel industry and, more specifically, in Food and Beverage, and takes a pro-active approach in making appropriate suggestions and recommendations to the General Manager.

了解酒店业的最新消息，特别是餐饮方面，向总经理提出适当的建议和推荐。

Always maintains a very high standard of personal hygiene, dress code and demeanor.

总是保持很高水准的个人卫生，穿着和举止。

Is polite and professional in any situation, particularly where the image or reputation of the hotel is represent.

在任何情况下都礼貌和专业，特别是在代表酒店形象和名誉时。

Attends meetings and training as required by the General Manager.

出席总经理要求的会议和培训。.

Is responsible for ensuring that all activities are carry out honestly, ethically and within the parameters of the local laws.

确保所有活动在遵守法规的情况下诚实合法的实施。

Actively interacts with guests, soliciting their feedback and promptly acting on any of the Food and Beverage division shortcomings.

积极的与客人互动，请求反馈意见，对任何不足采取迅速的行动。

Ensures that the Food and Beverage associates are select, trained, evaluated and rewarded in compliance with the hotel’s Associates Management System.

确保餐饮部全体员工在酒店员工管理体系下得到选拔，培训，评估和奖励。

Takes personal interest in coaching, counseling, imparting discipline and developing subordinate associates.

对辅导，咨询，培训和发展下属员工有浓厚兴趣。

Is fully conversant with the hotel’s health and safety, fire and emergency procedures.

对酒店的健康与安全，火灾和紧急应急程序非常熟悉。

Spends a substantial amount of time during meal periods, functions, etc. in the outlets and on the floor with a hands-on approach.

在每个厅面的用餐时间及宴会过程中身体力行，尽职尽责。


PERFORMANCE EVALUATION CRITERIA 绩效评估标准

	Maximum time effectiveness and achievement of the goals and objectives of the Food and Beverage division.最大化时间效率并达到餐饮部的目的和目标。

Cost-profit ratios and overall financial performance of the Food and Beverage division.成本与利润比率最优化，并达到餐饮部整体财务业绩最高水平。

Quantity and nature of guest comments and complaints.客人意见和投诉的性质和数量。

Associate training and development.员工培训和发展。


Job Specifications 工作要求
POSITION IDENTIFICATION 职位鉴定
	Job Title:

职位
	Director of F&B

餐饮总监

	Job Grade:

级别
	5

5
	No of Staff supervised directly: 

直接管理下属
	6

6

	Department:

部门
	F&B Administration
餐饮管理
	No of staff supervised indirectly:

非直接管理下属
	75

75

	Job Purpose:    

工作目的
	Responsible for assisting the General Manager in the running of the hotel by undertaking the overall direction and operations of all food and beverage outlets in the hotel and for ensuring the effective co-ordination of activities between them. Accountable for the achievement of the overall goals and objectives of the F&B Division and for the hotel meeting its F&B financial and guest satisfaction objectives.
负责协助总经理保证酒店的运作，通过保证酒店餐饮每个部门的整体管理和运作使每个部门间的活动有效地协调。对餐饮部的整体目标的实现负责任，对达到酒店餐饮财政目标和客人满意度的目标负责。


B. PERSONAL SPECIFICATION 个人要求
	Job Knowledge
工作知识
	1.Years of related experience
相关工作年限
	2-4 years as Executive Chef or Food & Beverage Manager 
2-4年的行政主厨或餐饮部经理

	
	2.Education/qualifications
教育和资格
	Bachelor or Master Degree or full professional qualification (e.g. Certificate in Restaurant Services, Certificate in Food Services, Certificate in Hotel Catering and Management or Diploma in Hospitality Management)
学士或者硕士或者具备相关职业资格证书（比如餐厅服务执照，食物服务执照，酒店服务和管理执照，酒店服务业管理文凭）

	Good job skills
良好的工作技能
	Working knowledge of additional areas of a hotel organizational structure
在酒店组织机构的其它领域的工作知识
Experience in the Culinary sector
有厨房部门的经验
Sales and Marketing skills
市场销售技巧

	Basic requests

基本要求
	Dark suits only, pinstripes or plain dark
要求穿黑色西装，细条纹或者纯黑
White cufflink shirts or white with light stripes without button-down only
白色袖扣的衬衫或者白色的有清条纹但下底面没有色彩渲染的衬衫
Black socks only
仅限黑色袜子
Black shoes only
仅限黑色鞋子
Special events attire: tuxedo
特殊晚宴要求穿礼服

	Physical Requirements
身体要求
	In possession of all faculties
身体健康
Pleasant physical appearance
五官端正
Strong stamina
具有活力


	Level of Independence
独立水平
	Required to perform pro-actively and independently and determine policies within strategic, given guidelines.
要求主动积极和独立工作，在战略和指导方针下制定部门制度


	Level of Thinking
思考水平
	Type of Thinking
思考类型
	Adaptive to difficult
适应困难 

May be required to face and handle situations that call for modifications of methods or techniques
可能要求在需要做出方法和技能调整的时候面对并解决困难处境
Uses previous experience to provide effective solutions to challenging situations
用以前的经验提供有效的解决方案来应对挑战


	Communication/

Interpersonal skills
沟通和人际关系
	1.Skill level
技能水平
	Excellent interpersonal, communication and presentation skills
优异的人际交流和讲演技巧
Required to interacts with both colleagues and guests
要求与同事和客人良好的互动


	
	2.Language Skills
语言技巧


	Excellent English communication skills
很好的英语沟通技能
Knowledge of other foreign languages is an added advantage
掌握其它外语则锦上添花


C. CONFIRMATION OF EMPLOYMENT REQUIREMENTS 聘用要求及确认标准

Proficiency in role at required level.达到其职位要求的水平。
Conversant with relevant emergency procedures.了解酒店相关的紧急状况处理程序。
Knowledge of relevant rules and regulations.了解相关规章制度。
Knowledge of company, hotel, and its environment.对公司，酒店和酒店环境了解。
Knowledge of relevant safety and security procedures.对相关的安全程序了解。
Knowledge of relevant guest satisfaction standards.对相关客人满意度标准了解。

English language requirements met or exceeded.达到或超出英语能力的要求。
General Manager


总经理





Director of Food & Beverage


餐饮部总监





Assistant F&B Manager


餐饮部副经理





Chinese Restaurant Manager


白云中餐厅经理








Executive Sous Chef


行政副总厨





Banquet Manager 


宴会厅经理





Saffron Restaurant Manager


尚坊餐厅经理





Chinese Master Chef


中餐总厨
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