JOB DESCRIPTIONS - EXECUTIVE CHEF
Reports To: Director of Catering
Summary: The Executive Chef is responsible for co-ordinating the delivery of all food and beverage and all details for functions held in the Hotel in keeping with the standards prescribed by management. The position is primarily concerned with back of house activities.

A.
Sales/Profitability/Cost Control
 1.
Budgeted food cost achieved while maintaining quality.

 2.
Spoilage Reports completed and maintained.

 3.
Proper cost comparisons are done when purchasing.

 4.
All food items are controlled against staff theft and pilferage.

 5.
Budgeted labour cost percentage achieved.

 6.
Overhead costs are controlled within budget.

 7.
Staff meal costs are monitored and controlled

 8.
Completion of forecast and actual budget function sheets.

B.
Administration
 1.
Completion of weekly payroll input.

 2.
Completion of weekly schedules. Schedule staff as necessary to ensure adequate and consistent levels of service.
 3.
Completion of Food Requisitions.

 4.
Following of proper purchasing and requisitioning procedures.

 5.
Maintain records for inventory, labour cost, food cost etc.

 6.
Attendance and participation of weekly F & B meeting.

 7.
Vacation schedules completed and maintained.

 8.
Must have a complete knowledge of Fire Procedures.

C.
Product Quality
 1.
Consistency check of Banquet Food and Beverage quality.

 2.
Banquet services.

 3.
Consistent check of Banquet Plate presentation.

 4.
Buffet Presentation.

D.
Service
 1.
Staff are properly trained.

 2.
Staff scheduled to meet volumes as required.

 3.
Attitude and appearance.

 4.
Staff attitude and appearance.

 5.
Number of Customer complaints.

 6.
Proper handling of phone.

 7.
Teamwork/Relations with co-workers and management.

 8.
Handling of special requests from guests.

 9.
Providing efficient service to meet demand.

E.
Sanitation And Housekeeping

 1.
Participation towards overall Hotel Maintenance and cleanliness.

 2.
Maintenance of kitchen and kitchen equipment.

 3.
Cleanliness of kitchen.

 4.
Cleanliness of kitchen equipment.

 5.
Cleanliness and organization of storage areas and fridges.

 6.
Number of Workmen's Compensation claims.

 7.
Report any deficiencies in equipment and facilities.

 8.
Cleanliness and organization of Office Area.

 9.
Cleanliness of Staff room, tables and dishes.

10.
Cleanliness of Garbage area, receiving area, dock, etc.

F.
Personnel Management

 1.
Effective communication skills.

 2.
Staff training and development.

 3.
Personnel selection.

 4.
Proper hiring procedures followed.

 5.
Department meeting being held monthly.

 6.
Personnel turnover.

 7.
Personal development and growth.

 8.
Discipline of Personnel when required.
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