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Job Description
Restaurant Manager/Maître ‘d
January 2012
The White House Restaurant is one of Wellington’s oldest fine dining restaurants and has long been regarded as one of the jewels in Wellington’s crown.  The restaurant has a long established reputation for outstanding food and service, verified with the recent recognition as a finalist in Cuisine New Zealand Restaurant of the Year 2011.  Paul Hoather along-with his business partner established the White House Restaurant in 1992 in Willis St and subsequently moved to its current location in 1999. 

The restaurant is currently going through a period of change and expansion.  The aim of the owner is to continue growing the reputation of the business through genuine and sustained excellence in customer service, wine and food.  The business has primarily thrived via word of mouth but now wishes to build on that with more sustained and pro-active marketing as part of its growth plans. 
The restaurant has long maintained a family feeling with many staff both front of house and in the kitchen having been with the business for a number of years.  It is important for the owner that this sense of family continues and is sustained through this period of growth and change. 

Paul’s personal philosophy regarding the business is that customers walk out of the door happy, ready to recommend the restaurant to their friends.  For Paul quality means organic, fresh produce and products from the best of domestic and international suppliers.  Paul has an eye for detail and believes it is the small things that matter.  

Paul is looking for a Restaurant Manager that shares the same philosophy and can become part of the White House Restaurant family.

Restaurant Manager/Maître ‘d
Reporting to:


Owner


Responsible for:


Restaurant Service staff





Bar staff

Inter-relationships:

Executive Chef/Sous Chef





Kitchen staff





Office Manager





Functions Coordinator





Suppliers





Other company directors





Clients/guests

Primary Function:
To oversee the running of the restaurant.  Ensure the efficient management of the restaurant and maintain to the required standards.  Responsible for all restaurant service employees.


Duties and Responsbilities:
Responsible for all restaurant service attributes on a day to day basis.

Identify, develop and maintain restaurant policies and procedures.



Have an outstanding knowledge of local and international food and 
beverage including wine and food matching.



Prepare wine lists



Ensure all equipment and restaurant environments are operational



Order beverage and non-beverage items when required 


Responsible ensuring the cleanliness of the restaurant and facilities are maintained to the required standards.


Financial and business acumen including working to specific costs and maintaining costs (including staff costs) to restaurant standards in collaboration with owner.


Review the current front of house structure and make required changes in consultation with the owner.

Interview and select staff.

Undertake staff appraisals and disciplinary action when required. 

Impart knowledge, skills and training to all restaurant staff.

Uphold morale, motivate staff
Has dynamic leadership ability to manage and motivate the front of house team and to get the best from their team.

Establish and lead front of house meetings.

Manage staff rosters/staff records.

Coordinate training programme.

Participate in management meetings.

Shared responsibility for marketing and event management in collaboration with the functions coordinator and the Sous chef.

Responsibility for maintaining customer relationships including dealing with, and resolving any issues arising with customers.

Responsibility for close of services activities such as cashing up etc

Responsibility for supporting the Office Manager to programme and manage the till

Technical skills:


Hold General Manager Certificate (Sale of Liquor Act)




Training skills





Computer skills





Till skills





Budgeting and costing skills





Organizational skills





Marketing skills





Wine and food matching 

Interpersonal attributes:
Self motivated, results driven and have a track record of high performance and success.

Have and maintain high standards in their conduct
Excellent communication skills, motivational and leadership skills

Outstanding customer skills

Team player

Knowledge of employment agreements is desirable

Ability to delegate and give directions to staff

Personal attributes:
Committed to the team, the restaurant, the customers and excellence

Positive attitude, outgoing and friendly personality
Passionate about the restaurant industry

Ability to work competently under pressure


Reliable and flexible to change

Other information

Direct reports:
The current front of house structure consists of three full-time staff and six part-time staff.



Remuneration:
A competitive starting package consisting of $60,000 plus tips.  The option exists for profit sharing opportunities at a 6 month review.
Applicants for this position should have NZ residency or a valid NZ work permit.

