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JoB description
	Position Title
	Hospitality Supervisor
	Department
	Front of House

	Generic Job Title
	Hospitality Supervisor
	Segment
	Independent Education

	Team Band
	
	Location
	Magdalen College School

	Reports to
	Deputy Catering Manager
	Office / Unit name
	Catering


ORGANISATION StRUCTURE



Head of Talent
Job Purpose 
To manage each function/event within your control to ensure total understanding and commitment to all business goals and objectives and that all Company and statutory licensing laws and regulations are followed.  To establish on a continuous basis excellent client relationship

Accountabilities 
· To ensure that Sodexo and Statutory regulations regarding hygiene, safety and cleanliness are complied with in all tasks undertaken.
· To ensure that Functions are set up in a timely manner with all the agreed needs
· To assist the chef in ensuring all relevant Allergen information is supplied to each function
· The completion of the daily pre-service checklists
· To assist with the preparation, laying up and service of functions.
· To assist with the clearing of function rooms as required in a timely manner.
· Ensure that methods of food preparation, production, presentation and service comply with Sodexo’s standards and procedures and meet the qualitative terms of the function/even
· To organise the laying up and clearing of the dining rooms as required
· To supervise the service of food to the required standard
· To organise and control the issue of uniform and laundry arrange replacement and repairs
· To ensure the cleanliness and tidiness of the function room at all times as reasonably practicable.
· To ensure all cleaning duties are completed as per the rota 
· To assist other members of staff working in the dining room as may be required from time to time 
· To train with the assistance of the Deputy Catering Manager of all dining room staff on a weekly basis
· To report any defects in equipment premise to the management or your line manager
· To report any breaches of Health and Safety regulation
· To attend meetings and training as required 
· To carry out any reasonable tasks requested by the management
Key Performance Indicators (KPIs)
· Delivery of a consistent level of service, as per the contract specification
· Compliance to regulations relating to safe systems of work, health & safety, hygiene, cleanliness, fire and COSHH.
· Client retention and satisfaction
Dimensions
	Financial
	

	Other
	


Skills, Knowledge and Experience
Essential

· Ability to Organise Own Workload
· Must be able to Multi-task
· Attention to Detail

· Ability to adapt to changing needs from the client

· Ability to make decisions

· Team Player and hard worker

· Previous Supervisory experience essential.
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Deputy Catering Manager





Hospitality Supervisor
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