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TASK 1
RESTAURANT MANAGER JOB DESCRIPTION

Job role: Restaurant Manager
Location: 1 WaterviwDr,London SE10 0TW
Rate of pay: £22k-24k per annum

Applicants will need to demonstrate:
· A positive and ambitious mind set.
· Self-motivation and a passion for hospitality.
· Excellent communication and customer service skills.
· Excellent interpersonal skills.
· Experience in a previous high customer turnover restaurant.
· Management experience, including: Beverage/wine, staff training, profit margins and operating costs.
 Job purpose:
Oversee and coordinate the running, planning, organizing training and leadership (relating to all restaurant Front of house) necessary to achieve objectives in sales, costs, guest service and satisfaction.
Tasks and responsibilities
1. Responsible for day to day restaurant operation.
2. Responsible for maintaining high level of customer service and satisfaction.
3. Effectively delegate jobs and responsibilities to restaurant staff.
4. Communicate with management across the company to ensure effective running of the business as well customer satisfaction.
5. Work with management personnel to set targets and incentives to increase turnover and profitability of restaurant. 
6. Review and monitor, with bookpapper or other financial personnel, expenditures to ensure that they conform to budget limitations. Work to improve performance.
7. Supervise operation of restaurant to maximize profitability, minimize legal liability, and conform to alcoholic beverage regulations.
8. Plan wine and drinks lists suited to the restaurant and its clientele. Monitor the purchasing of supplies and perform frequent checks to ensure consistent high quality of preparation and service.
9. Work with management personnel to plan and organise restaurant events.





Person specification

A person specifications is a description of qualifications, skills and experience which a candidate must possess to perform the job duties. Also a person specification is an important part of the recruiter’s toolbox, it allows the company to communicate the exact traits desirable, ideal candidates. A person specification will show how emotional, physical and technical prepared we are for a new role.



















Task 2

Anca Elena Radu


20 Honey Close            C:07438859468                       anca_iacob23@yahoo.com

Summary
Enthusiastic, reliable and friendly individual who works hard to achieve her potentials.
Customer-orientated Food and Beverage with excellent communication skills.
Focused on efficient teamwork and complete customer satisfaction. 
Confident and passionate about working in the hospitality industry.
 A quick learner who is always seeking out learning opportunities. Managing people???

                               Skills

Organized and efficient                                                    Committed team player
Quick problem solver                                                       Excellent customer service                                                                                                                          
Good communication skills                                              Great leadership ability

Work History

Nov 2017 – to date             Intercontinental Hotel        RS/Restaurant Coordinator

May2017 –Nov 2017 	        Intercontinental Hotel         Hostess

Sept 2016 – March 2017    Intercontinental Hotel         F&B Associate

Education/Training
2017/2018		UWTSD 	 Certificate in higher education skills for work place	
2015/2016                  CEVM               Tourism and Travel management
2009/2013                  UPG                  Accountancy



Room Service and Restaurant Coordinator ; November  2017 – current
Intercontinental O2 Hotel – Waterview Drive, London, SE10 0TW
· Responsible for day to day restaurant operations
· Review and monitor staff members
· Maintaining high level of customer service and satisfaction
· Organize the team every day
· Supervise operation of restaurant and room service to maximize profitability


Food and Beverage Hostess ; May  2017 – November 2017
Intercontinental O2 Hotel – Waterview Drive, London, SE10 0TW
· Receive and record dining reservations on the telephone
· Present menus, make recommendations and take orders
· Resolve guests concerns in a prompt manner
· Assist room service and bar staff when needed
· Accurate and thorough in bill calculation and collection
Food and Beverage Associate; September  2016 – May 2017
Intercontinental O2 Hotel – Waterview Drive, London, SE10 0TW 
· Delivering quality service by providing a warm and welcoming environment
· Up-selling to maximize sales
· Resolving guest complaints quickly and efficiently
· Recording transactions quickly in computer system to deliver prompt service


Education

Univeristy of Wales Trinity Saint David; London; June 2017 – present
Certificate in Higher Education Skills for the Work Place


                                          Achievements

WSET Level II Award in Wine and Spirits (February 2017)
Level III in Management Principles (September 2017) 

[bookmark: _GoBack]Hobbies:Reading, learning, 

References : available on request












Task 3
Team Working
 To be a good team leader a good team member we need Teamwork skills.
From my point of view being a good team member means being able to clearly communicate you ideas with your group also an important teamwork skill is to be able to mediate problems between team members. For that you need to be able to negotiate with the team members and to settle disputes and make sure everyone is happy with the team choices. Another important part of communication is listening well. To be a good team worker you need to listen to the ideas and concerns of your peers. Another important skill is to be reliable so that co-workers can trust. Also people will be more open to communicate with you if you convey respect for them and their ideas. For that you need simple gesture like: using a person name, making eye contact, active listening when a person speaks.
 
By working in hospitality I can say that this is one of my favourite skill. The best example for me happened two months ago. The Hotel was almost empty, 15% occupancy but a show take place in the O2 Arena. Because of the low occupancy nobody was expecting to get busy. Also another important thing is that almost everyone from the staff members was  off  that day. In one hour the restaurant was full of people- hungry and angry people. My task for that day was to see everyone happy and satisfied  (both guests and my colleagues) and because we were only four people working I start to take action. I was not only a coordinator I was a member of staff, supervisor and jumped also from time to time in the kitchen to help. People followed me and listen to me and by the end of the day we end it up with no complaints and a lot of good comments. 

Problem solving – Hospitality complaints
For me to be good in problem solving you need to follow some steps:
First step is to listen and understand. People are concerned about an aspect of services.You have to take time to listen and understand what is driving their concern.
Empathize – one the problem is listened it is very important to empathize with their position to create a bond so that the person will know that you are going to work with them to resolve the issue.
Offer a solution: Ususally offering an option is sufficient to remedy the situation
Execute the solution  and follow up.

I would say that working in hospitality is giving me almost every day the chance to show my Problem solving skills. It might be by solving a guest complaint or a dispute between the team members. What i have learned from this is that being calm and offer a solution will always make things work.
As a recent example we had a group of six for dinner . They were more then happy when they arrived. They were celebrating one of the guest birthday. On the beginning everything was smooth and on top of the expectations but after the mains course was out you could see on their faces that something is wrong. I went to the table to check if everything is ok but then they all start to say that what they received is not actually what they have ordered. I asked them to give me a minute to check what happened and they were right. Our runner was confused and he delivered the food to a wrong table. I apologised and offered to replace their food. They agree and after a few minutes the right order was on the table. They were happy with the food and we recovered the situation As a well being gesture we offered also a complimentary by the end of the dinner. They were so happy that they take us a picture and give us a good rating too.
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Skills for success: Personal Development and employability / Stella Cottrell
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