Job Descriptions - Bus Person
A.
Guest Service
1.
Ensures table’s are clean and set-up according to standards.

2.
Always polite and courteous when approached by a guest.

3.
Full knowledge of Fire Procedures.

4.
Has basic knowledge of hotel (example, name of meeting rooms).

B.
Attitude
1.
Friendly personality.

2.
Proper dress code at all times.

3.
Well groomed and well spoken at all times.

4.
Always punctual for scheduled shifts.

5.
Good attendance record.

6.
Follows established Company Policies and Procedures.

7.
Never argue with guest or use foul language.

8.
Maintain good positive attitude.

C.
Team Work
1.
Willingness to help out co-workers.

2.
Never argue with co-workers on the floor.

3.
Co-operation with Wait Staff.

4.
Co-operation with Bus people.

5.
Willingness to help out with Special Events.

D.
Completion of Duties
1.
Restock all stations.

2.
Ensure cutlery is well stocked and polished at all times.

3.
Bus and reset tables according to company standards.

4.
Cleaning trays and stacking dishes proper in dish room.

5.
Notify manager of deficiencies.

6.
Ensure all supplies are put away each day.

7.
Ensure that all supplies (cups, china and cutlery) are properly stocked up at all side stations.

BUS PROCEDURES
All Shifts

Stations
1.
You are to go to each station in the dining room and make sure the following are well stocked, clean and polished by using the following check list:


__  Water jugs with lemons on both stations
__  Side plates


__  Cups and saucers


__  Cutlery


__  Napkins




__  Coffee (when necessary)


Note:  do not over-stack the dishes so that the station looks untidy or can cause breakage.

2.
Make sure that all shelves and drawers are clean and neat. Check surrounding floor area and make sure of its cleanliness. If there is any food or articles on the floor, please pick them up.
3.
Make sure the back of line is sufficiently stocked for service.


__  Bread and Butter


__  Soup Spoons and Crackers


__  Plates lined with doilies


__  Baskets lined with white linen

Clean Dishes and Flatware
1.
All clean dishes and flatware come from the dish area in the kitchen.

Clean Glasses
1.
All clean glasses come from the service bar.

Checking Dishes for Cleanliness

1.
Cups. All cups are to be checked inside and out before being placed on a table or stocked on a station. All chipped or cracked items should be discarded.

2.
Saucers and Side Plates. Make sure to check both sides of the saucer and plate for particles of food or dirt. Do not forget to turn them over. All chipped or cracked items should be discarded.

3.
Glasses. Check all glasses for spots before using. If they are dirty, return them to the service bar. All chipped or cracked items should be discarded.

4.
Cutlery. All flatware is to be polished before use.


How to polish flatware.


a.
Take a clean cloth (not a linen napkin).


b.
Dampen it slightly with hot water & vinegar.


c.
Hold utensil from the bottom


d.
Rub utensil with damp cloth until completely spot and streak free.


e.
Remember, never hold a utensil by the end that is to be placed in the customer’s mouth.

How to Clear a Table at Which Guests are Seated

1.
Always use a tray. Never reach or lean in front of the customer. Remember, the customer’s comfort is of the utmost importance.

Upon Arrival

1.
Provide the table with water.

2.
Provide the table with bread and butter.

Upon Departure
1.
Always try to say good-bye to the customer.

2.
Clear and re-set the table.
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