Job Descriptions - Opening and Closing Duties
Morning:
1.
Make coffee.

2.
Unlock doors, including woman’s washroom.

3.
Put glass washer together.

4.
Fill ice tray

5.
Check room service set-up.

6.
Check stock.

7.
Check tables.

8.
Windex doors if need be.

9.
Do beer and liquor counts.

10.
Flip dining room over to lunch (add water glasses and linen & side plates).

11.
Check room service area.

12.
Tablecloths to be clean at all times throughout the day.
Before Lunch

1.
Clean kitchen area.

2.
Check glass doors for finger spots again.

3.
Check that you will have fresh bread for lunch.

4.
Check what the lunch special will be.

5.
Check stations for stock again.

After Lunch
1.
Clean kitchen area

2.
Only after 2 p.m. flip the dining room over to dinner. Remove cups and saucers. Add salad forks.

3.
Change garbage.

4.
Do all cutlery from your shift.

5.
Please be sure to requisition any stock for the bar that you will need.

Dinner Opening Duties
1.
Do beer and liquor counts.

2.
Stock bar with anything necessary...fruit, celery, juices, etc.

3.
Check the dinner special.

4.
Know all of your side dishes.  Ex. Potatoes, vegetables, soups etc.

5.
Check to be sure that you are stocked and ready for dinner service.

6.
Check to be sure that the room service area is ready for service.

7.
Line bread baskets.

8.
Set-up the Caesar Salad Cart.

Closing Duties
1.
Reset the dining room for breakfast (not until after 9:00 p.m.).

2.
Stock all stations.

3.
Take out the garbage.

4.
Take over the empties to storage locker A or to the garbage room.

5.
Wipe down all bottles on speed rail (in and all around).

6.
Wipe down refrigerators.

7.
Clean the work stations in kitchen that are in front of the line.

8.
Check that the windows on the bar are free of fingerprints.

9.
Requisition any beer or liquor if need be.

10.
Turn off all lights.

11.
Please make sure all candles are blown out.

12.
The room services area is stocked for the morning.

13.
Lock all doors:  check all three back doors that they are shut tight;  porter door is locked;  women’s washroom is locked;  both wood and glass doors in the dining room.

14.
Do bar counts.

15.
Take apart dishwasher and clean.

16.
Change garbage.

17.
Return keys to desk and sign out.
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