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POSITION DESCRIPTION
POSITION:



Front of House Assistant
REPORTING TO:


Café Manager / Store Franchisee
MEGA CAFÉ PHILOSOPHY AND POLICY

It is the responsibility of all employees to uphold the principals of the Mega Café Mission Statement and Philosophy and to conduct themselves at all times according to the defined standards of Performance and Customer Service as detailed in the Staff Handbook.

DUTIES AND RESPONSIBILITIES:

· Heat all food using microwave, grill and toasters

· Present food as per Mega Cafe standard

· Prepare all accompaniments

· Call “order up”

· Advise floor person of correct table number for each food order

· Where possible co-ordinate food orders with drink orders.  Cross order off the order pad.

· Call takeaway orders up, and give orders to customers

· Take clean plates from dish washer to counter

· Check all food delivered to store is as per order, and saleable.  Record in food folder – Cut correct portions

· Label and display in food cabinet

· Store excess food in back fridge, covered in cling film until required

· Stock up display cabinet from back fridge as necessary

· Move food forward till end of display cabinet as supplies are sold

· Pack away food at end of day, throw away daily excess

· Record all wastage, ensuring it is correctly allocated

· Make cold drinks

· Co-ordinate with other staff so hot  and cold drinks go out together

· Cross drinks order off pad or mark off docket

· Maintain stock levels of cold beverages and ice cubes in fridge/freezer (counter), and storeroom.  Stock up before and after rush periods to ensure adequate supply of pre-chilled beverages, whipped cream etc

· Perform weekly cleaning duties as directed by Store Manager

· Monitor Barista/counter requirements for cups, plates, saucers, cutlery, to ensure service times are maintained

· Organise dishes area – one rack each of dirty cups/glasses, dirty plates, clean dishes.

· Rotate racks through dishwasher

· Wipe bench under racks each time rotated 

· Scrape, stack and soak dishes
· Sort cutlery.  Place spoons in Barista holders.  Polish other cutlery and replenish counter stocks.

· Distribute Crockery


· Prep and replenish all items on Wet Counter Surface

· Clear dirty cups when finished and ask every customer for refill coffee

· Clear away plates/dishes when customers have finished eating

· Clear and clean/wipe tables, push in chairs/stools

· Final check on quality of coffee, cold drinks and food.  Ensure nothing is served if it is not up to Mega Cafe standards.

· Run  food from Wet Counter

· Run drinks from Wet Counter

· Assist all seated customers
· Greet regulars by name
· Provide a brisk, memorable level of service
· Up-sell
· Acknowledge and deal with any customer complaints from customers.  Discuss negative and positive comments with the Manager.
· Put magazines and Newspapers away into racks

· Periodically check toilet, particularly before and after rush periods
· Ensure the counter is attended at all times.
· Acknowledge and greet all Café customers within 30 seconds of arrival at wet counter. 

· Ensure you are welcoming and with a high level of service at all times. 

· Take order, process through the till.

· Present cold drinks to the customer, as appropriate.

· Food: Cold - serve immediately to customers if quiet

· Hot / busy periods – pass docket to food person

· Take payment and allocate payment method (cash/eftpos/credit card) to complete sale.  Give change.

· Give customer a table number, and advise customer to find a table, or advise where to wait if a takeaway order is requested

· Maintain cleanliness and organisation of till area throughout the day.

· Assist in daily opens and/or close procedures

· Perform weekly cleaning duties as directed by Store Manager 

· Be knowledgeable about both food and beverage products on offer, in order to be able to meet customer requirements

· Always present yourself in the utmost professional manner.
· Be friendly.
· Observe the clothing and hygiene standards defined in the Staff Handbook.
· Assisting other staff in all areas if they need your assistance, providing this doesn't interfere with your primary duties.

· Covering for absent staff as required.

· General miscellaneous tasks as required.

GENERAL:
All standard company policies and privileges apply to this position.   This Position Description must be read and understood in conjunction with the employment agreement. 
HOURS OF WORK:
As set out in the Employment Agreement – Schedule 1.  
You will be required to work extra hours from time to time:

· Special promotional activity

· Providing cover for absent staff

· Stock taking
SIGNATURE OF POSITION HOLDER

………………………

SIGNATURE OF EMPLOYER

………………………
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