	<<Company Name>>
Job Description Form – Waiting staff


	Job Description

	Job Title:
	Waiting staff

	Location:
	Based in <<state location>>.  [Will be required to work at other sites as business needs dictate.]

	Reports to: 
	<<job title e.g. Manager>>

	Staff Responsibilities: <<specify>>



	Hours of work:
	e.g. 6pm to 10pm, Monday to Friday 

	Salary Range:
	<<state salary range>> <<and gratuities policy>>

	Summary of Position: 

To provide table service of food and drinks to customers in a friendly and efficient manner, ensuring all public areas are clean and safe for customers and colleagues.

	Primary Responsibilities

	To provide excellent customer service to customers, serving food and drinks efficiently.
	To follow restaurant procedures with regard to setting up/clearing tables and serving food.

	To have extensive knowledge of the restaurant menu and all areas of the restaurant.
	To assist colleagues as required.

	To handle queries and refer problems to the Manager.
	To comply with the restaurant’s health and safety policy.

	To clean and care for equipment in working area.
	To handle money and credit card transactions accurately.

	Personal Specification

	
	Essential
	Desirable

	Qualifications & Training
	Educated to GCSE level.  

	Knowledge of food and wine. 

	Experience
	At least one year’s relevant work experience.
	Experience in a similar type of restaurant.

	Qualities and Attitude
	Excellent communication skills, good team player, friendly and outgoing.
	Proactive.

	Product Knowledge
	<<state type of product knowledge>>
	<<state type of product knowledge>>

	Competencies (see Interview Guidance Notes)

	Flexible
	Reliable

	Good interpersonal skills 
	Multi-tasker

	Positive
	Customer service focus

	Effective communicator 
	Proactive

	Prepared by

	Name: 
	<<insert name>>
	Signature: 
	<<insert signature>>
	Date:
	<<insert date>>

	Title and/or Department:
	<<state title / department>>


Note:  This job description is not exhaustive and will be subject to periodic review.  It may be amended to meet the changing needs of the business.  The post-holder will be expected to participate in this process and we would aim to reach agreement on any changes.
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