Monday-Thursday FOH Management Duties

11:55-12:00  (While driving into the parking lot observe)
· Condition of parking lot?  Litter, damage etc.

· Dumpster areas, are they clean?  Are the lids closed?

· Sidewalks, clean of leafs etc.?

· Back door closed when there are no deliveries?

12:00–2:00

· Take care of anything you saw while driving in…

· Get with prep supervisor or KM regarding issues of the day

· Read Red Book, make notes if necessary

· Count safe and bar drawer, document safe count sheet

· Turn phones on, take call-aheads to increase sales!!!!!!

· Check results from previous day (sales, labor, liquor, survey results) what can you do to make them better?

· Check projections for current day are they still accurate, check call-aheads from main office 

· Check line-up for the day, make adjustments and take care of call-offs

· Call take outs from previous day to confirm 100% customer satisfaction

· Take a quick look at the close from the night before, make notes and communicate

· Take care of respective duties – liquor orders, server performance analysis, schedules (GM’s checking schedules for the next week, costing out BOH labor, and FOH labor, preparing manpower staffing plan etc.)

· Prepare well-thought-out shift meeting sheet with sales projections

· Set up the from desk for a stress free successful night

2:00–3:30 

· Adjust thermostat for the evening to proper temperature

· Schedule interviews, orientations, familiarize yourself with apps in progress etc.

· Check to see how we are doing staffing wise for the week, don’t wait till Friday Night!!!!

· Cost out the nights labor projections, are they in line (BOH & FOH)

· Visit with hotels, local business, schools – promote daily promo (seniors, kids, college students, businesses)

· Schedule feedback sessions with servers, schedule reviews with poor servers

· Restaurant self-inspection, go through the checklists!

· Get with prep to see how they are doing for time, send home if necessary

· Continue answering phones/take call-aheads – increase revenues!!!!!!

· Organize your personal box, along with the rest of the office

· Walk through dry storage, cooler, freezer etc, check stock and organization

· Pick an activity/task that employees do and make it better (pantry, dish etc.)

· FOH Pre-meal check which consists of:

· Check restrooms, music, lighting, blinds, table readiness, chairs, opener’s duties, bar readiness, lightbulbs, cleaning duties, delegate, answer phones make notes and follow-up

4:00–4:45 

· Thorough line check with KM – make notations on line check that need follow-up, check for food rotation, check prep sheets and ensure proper amount of food has been made for the nights projections

4:45–9:00

· 4:45 Server shift meeting, be sure to seek out and speak with later arriving servers personally

· Greet the FOH staff, observe uniform standards, observe guest flow, no false waits

· Host at door, ready with menus in hand

· Observe timeliness of staff arrival, proper management for late arrivals

· Communicate flow of guests to kitchen

· 100% table touches

· Observe for poor performance in service and food

· Monitor ticket times, monitor food quality

· Restroom checks being done hourly

· Cut staff as needed

· Open the door for as many guests as you can

9:00–Close
· Follow up on any unhappy Customers: Get names, address & return gift certificates?

· Calculate the daily sales and labor costs, how well did you manage them today?

Friday, Saturday & Sunday FOH Management Duties

(While driving into the parking lot observe)
· Condition of parking lot?  Litter, damage etc.

· Dumpster areas, are they clean?  Are the lids closed?

· Sidewalks, clean of leafs etc.?

· Back door closed when there are no deliveries?

Before Opening

· Take care of anything you saw while driving in…

· Get with prep supervisor or KM regarding issues of the day

· Read Red Book, make notes if necessary

· Count safe and bar drawer, document safe count sheet

· Turn phones on, take call-aheads to increase sales!!!!!!

· Check results from previous day (sales, labor, liquor, survey results) what can you do to make them better?

· Check projections for current day are they still accurate, check call-aheads from main office 

· Check line-up for the day, make adjustments and take care of call-offs

· Call take outs from previous day to confirm 100% customer satisfaction

· Take a quick look at the close from the night before, make notes and communicate

· Take care of respective duties – liquor orders, server performance analysis, schedules (GM’s checking schedules for the next week, costing out BOH labor, and FOH labor, preparing manpower staffing plan etc.)

· Prepare well-thought-out shift meeting sheet with sales projections

· Set up the from desk for a stress free successful night

· Adjust thermostat for the evening to proper temperature

· Schedule interviews, orientations, familiarize yourself with apps in progress etc.

· Check to see how we are doing staffing wise for the week, don’t wait till Friday Night!!!!

· Cost out the nights labor projections, are they in line (BOH & FOH)

· Visit with hotels, local business, schools – promote daily promo (seniors, kids, college students, businesses)

· Schedule feedback sessions with servers, schedule reviews with poor servers

· Restaurant self-inspection, go through the checklists!

· Get with prep to see how they are doing for time, send home if necessary

· Continue answering phones/take call-aheads – increase revenues!!!!!!

· Organize your personal box, along with the rest of the office

· Walk through dry storage, cooler, freezer etc, check stock and organization

· Pick an activity/task that employees do and make it better (pantry, dish etc.)

· FOH Pre-meal check which consists of:

· Check restrooms, music, lighting, blinds, table readiness, chairs, opener’s duties, bar readiness, lightbulbs, cleaning duties, delegate, answer phones make notes and follow-up

Line Checks 

· Thorough line check with KM – make notations on line check that need follow-up, check for food rotation, check prep sheets and ensure proper amount of food has been made for the nights projections

Throughout Dining Hours 

· 4:45 Server shift meeting, be sure to seek out and speak with later arriving servers personally

· Greet the FOH staff, observe uniform standards, observe guest flow, no false waits

· Host at door, ready with menus in hand

· Observe timeliness of staff arrival, proper management for late arrivals

· Communicate flow of guests to kitchen

· 100% table touches

· Observe for poor performance in service and food

· Monitor ticket times, monitor food quality

· Restroom checks being done hourly

· Cut staff as needed

· Open the door for as many guests as you can

Closing
· Follow up on any unhappy Customers: Get names, address & return gift certificates?

· Calculate the daily sales and labor costs, how well did you manage them today?

Daily FOH Management Duties

Line Checks

· Monday-Fridays

· Begin at 4:00pm

· KM or Kitchen Supervisor AND Opening Dining Room Manager

· Complete by 4:45pm

· Saturdays & Sundays

· Begin afternoon line check at 11:30am

· Done by KM AND Opening Dining Room Manager (less product for lunch)

· Complete afternoon line check by 12:15pm

· Begin dinner line check at 4:30pm

· Done by KM AND Opening Dining Room Manager (more product for dinner)

· Complete dinner line check by 5:15pm

Pre-Meal Checks

· Monday-Fridays

· Begin at 3:00pm

· Done by Closing Dining Room Manager

· Complete by 3:15pm

· Saturdays & Sundays

· Begin afternoon check at 11:00am end at 11:15am – Done by opening manager

· Begin dinner check at 4:00pm end at 4:15pm – Done by closing manager

Daily Manager Posts

· Monday-Thursday:  GM/AGM-Table Mngt & Front Desk,  KM/Supervisor-On expo

· Friday, Saturday & Sunday:  GM-Table Mngt, AGM-Front Desk, KM-On expo

· (Friday, Saturday & Sunday one employee is scheduled as a runner/expo to help KM)

Fridays & Saturday Nights

· Set up front desk & lobby for busy night (pagers, wait sheets etc.)

· Set up wine tasting trays, bottles and cups

· Set up food tasting trays, toothpicks and napkins

Sunday Activities

· New employee orientations

· New employee training seminars

· Organize training for the next week

Sunday Night Closing

· Food inventory

· Liquor inventory

· Labor analysis

· Revenue calculations

· Profit analysis

· Weekly re-cap (staffing, food, maintenance, etc.)

· Notes for the Friday meeting to make the weekends more profitable

