Job Descriptions - Bartender
A.
Guest Service
1.
Friendly and outgoing personality.

2.
Greeting of guest. Always make eye contact.

3.
Full knowledge of Food and Beverage Menu and prices.

4.
Full knowledge of mixes.

5.
Quick and efficient service at all times.

6.
Always in touch with daily new events as discussion for guest.

7.
Proper table and Bar manner (clean ashtrays, service etc.).

8.
Check back with guest if all is OK during service.

9.
Prompt settlement of guest checks.

10.
Be alert to guest needs.

11.
Does not serve guest to point of intoxication.

12.
Checks for proper identification if in doubt of age.

13.
Thorough knowledge of all on-going promotions and special events.

14.
Proper answering of the telephone.

15.
Relate any guest complaints to management.

16.
Has basic knowledge of hotel, (name of meeting rooms, etc.).

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.
Helpful on special management requests.

8.
Never argue with guest or use foul language.

9.
Never discuss problems about work or personal problems with the guest.

10.
Full knowledge of Fire Procedures.

11.
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.
Prepares all drinks for wait staff.

2.
Performs proper Opening and Closing duties.

3.
Serves guests at Bar and also at Tables if required.

4.
Ensures proper completion of daily side duties.

5.
Proper sanitation and cleanliness of Glass-washer and Glassware.

6.
Overall cleanliness of bar area including beer refrigerators, sinks, glass-racks and floors.

7.
Takes empty beer bottles to receiving area.

8.
Ensures bar properly stocked at all times.

9.
Thorough knowledge of cash-out procedures.

10.
Completes daily opening and closing beer count form.

11.
Maintains current spillage report.

12.
Completes daily assigned cleaning schedule.

13.
Completes any other assigned duties by management.

14.
To ensure proper guest service.

15.
Ensures beer refrigerators are properly re-stocked during and end of each shift.

16.
Ensures bar properly cleaned and locked at end of each shift.
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