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JOB DESCRIPTION
JOB TITLE
Dining Room Coordinator
Main Purpose of the Job

To manage and be responsible for all aspects of the dining room, serve meals to our resident’s following The Hawthorns procedures in a courteous, friendly and efficient manner.

Position in the Organisation

Reporting to the Head Chef 
Scope of the role

Main Responsibilities

· Coordinate and manage the dining room

· Take responsibility for the coffee lounge beverage area

· Responsibility for servers shift rotas and ensuring adequate cover at all meal times

· Manage servers recruitment, induction, provide on the job training, evaluation, probation in conjunction with the management team and HR

· Be aware and competent in applying all HR policies and procedures  

· Promote team work and have a hands on attitude/approach

· Promote fairness, equality and flexibility

· Motivate staff and identify and solve possible staff issues
· Ensure that the dining room staff training is of a high standard i.e. correct table settings and serving etiquette
· Liaise with the Head Chef to ensure food service is consistent and of high quality 
· Organize the dining areas to accommodate special events, assist with such events and provide the correct staffing numbers required

· Check food and beverage carts for meal requirements and re-stock when required.

· Serve meals to each Resident’s table following The Hawthorns procedures.

· Clear dishes from tables, clear and wash tables and chairs.

· Be courteous to all residents at all times. 

· Adhere to The Hawthorns sanitation & safety procedures as well as the personal hygiene policy. Ensure manual handling is carried out correctly.
· Any other duties as assigned by the Head Chef/Management Team.

Personal Presentation:

DRC should present themselves favourably, i.e. in a clean and tidy well groomed manner with appropriate dress at all times.
When serving, DRC should wear a clean white shirt/blouse, and smart black trousers/skirt. Tights/stockings should be worn and these should be free from ladders. Either an apron or waistcoat should be worn; this should be clean and smart in appearance. Neck ties should be worn if appropriate. Name badges are provided and should be worn. Gloves should be worn to clean down the tables and chairs after serving. 

Supportive, non-slip Safety shoes are provided and have to be worn. 

Potential Physical Demands

· This role will by necessity demand standing or walking for 90% of the day.  Lifting of serving trays up to 25lbs and wheeling of the food trolleys up to 50lbs will take place at meal times.  

· Bending, twisting, squatting and/or reaching is frequently and consistently necessary while serving, cleaning or performing other tasks.

· It is important therefore, that due diligence should be taken of the Lifting and Handling procedure.

PERSON SPECIFICATION

JOB TITLE
Dining Room Coordinator
Qualifications

· A good standard of education to ‘GCSE’ level or equivalent is required.  

· A current Food Hygiene Certificate

Experience


· Demonstrable experience in a Hotel, Rest Home or full Service Restaurant or any other hospitality related background.
· Supervisory experience required

Technical Skills

· Organisation and the ability to meet time deadlines on an on-going basis with regards to food services requirements.  Also being able to effectively and courteously meet individual resident needs when they arise in liaison with the Management Team

· Responsibilities including dealing effectively and professionally with the on-going pressures and demands of, managing staff members, supervising kitchen/dining service 

· Being able to look at given situations or problems as they arise, quickly analysing them, and then making spontaneous and effective decisions.
· Administrate residents/guest/staff meal sheets
Personal Qualities

· Constantly maintaining and expressing a positive and professional image and attitude.

· Responding positively and constructively when criticism is received.
· Ability to resolve complaints effectively and perform well in role.

· Ability to work as an individual and part of a team, and to build strong working relationships.

· Punctual, reliable and pay attention to detail.

· Enthusiastic, passionate about customer service, helpful and hands on
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Date                                        _____________________________

