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F & B Manager


Job Description

Position:	F&B Manager
Department:	Food & Beverage
Reports to:	Operations Manager


Lapithus Hotels Management UK Limited (LHM) was formed in 2015 to focus on managing the operation of mid and upscale hotels, under global brands, Crowne Plaza and Holiday Inn. Our portfolio of 21 hotels are in excellent locations throughout the UK. Our dedicated team of hospitality professionals have a wealth of experience working with a variety of international hotel brands.

KEY RESPONSiBILITIES
· Supervises the functioning of all Food and Beverage employees, facilities, sales and costs, to
ensure maximum departmental profit is achieved.
· Controls and analyses, on an on-going basis, in order to optimize the following:
· Quality levels of product and service		
· Guest satisfaction
· Merchandising and marketing
· Operating costs
· Sanitation and cleanliness (hygiene)
· Coordinates and supervises the preparation, presentation and service of food products to ensure the highest quality at all times.
· Establishes and maintains effective employee relations.
·  Supervises and coordinates pricing and preparation of menus, beverage and wine lists.
· Coordinates with the Finance Manager to determine the minimum and maximum Food and Beverage par stocks. Approves all wine purchases and other Food and Beverage items in accordance with LHMUK quality and quantity standards.
· Conducts weekly Food and Beverage meetings relating to, but not limited to, the following:
· Overall Food and Beverage financial results and profitability
· Projected business and Operations results and problems
· Changes in procedures and New management policies
· Quality, sales and productivity improvement
· Attends all other meetings as required by the administrative calendar
· Keeps and up-to-date standard recipe file for all Food and Beverage items to include:
· Sales history and mix
· Actual and potential costs
· Production time and costs
· Implements a daily, weekly and monthly checklist for Food and Beverage departments. Ensures proper follow-up to attain maximum quality and efficiency.
· Keeps aware of trends, systems, practices and equipment in Food and Beverage preparation and service in the hotel and restaurant field through trade literature and actual visits.
· Interacts with individuals outside the hotel including, but not limited to, clients, suppliers, government officials, competitors and other members of the local community.
FINANCIAL RETURNS
Responsible for the delivery of budgeted/forecasted Payroll targets and overall payroll percentage.
Control supplies and minimise wastage.
With the assistance of the finance / accounts department, co-ordinate the preparation of the departmental annual budget and work to achieve the budget by monitoring and controlling the departmental operations, considering revenue and expenditure.
On an ongoing basis; control and analyse departmental costs to ensure performance against budget; implementing corrective measures where necessary to produce positive business results.
Effectively manage staffing costs by preparing efficient work schedules in line with legal requirements.
PEOPLE
· Comply with hotel rules and regulations and provisions contained in the Employment Handbook and all policies.
· Comply with Company grooming and uniform standards.
· Comply with timekeeping and attendance policies.
· Comply with the Company corporate code of conduct at all times.
· [bookmark: _GoBack]Work with the Company’s People & Development Team  to include:

· Planning for future staffing needs
· Recruiting in line with company guidelines and productivity efficiency ratios
· Preparing detailed on-boarding programmes for new staff and ensuring they are delivered in a timely manner
· Maintaining a comprehensive, current and guest focused set of departmental standards and operating procedures and overseeing their implementation 
· Ensuring a training needs analysis of the department is carried out and training programmes are delivered/attended to meet departments needs
· Actively participating in the planning and delivery of the training strategy for the department (including Brand programme training) and identifying high performers and managing poor performance 
· Demonstrate a desire to improve your knowledge and ability through on-going training; maximising opportunities for self development and identifying personal development opportunities for others
· Ensuring all direct reports have an active Personal Development Plan and that this is regularly reviewed
· Maintaining training records and Personal Learning Files for all direct reports
· Conducting probationary, mid-year and annual performance appraisals in line with company guidelines 
· Coaching, counselling and disciplining staff; providing constructive feedback to enhance performance using the “coaching in the moment” principles
· Manage annual leave requests whilst considering peaks and troughs in the business 
· Conduct shift briefings to ensure hotel activities and operational requirements are known.
· Assist the Operation Manager to plan and deliver Company calibration and talent review process.
· Familiarise yourself with our core values which link to the desired behaviours that we expect all our employees to display.
· Demonstrate a desire to work as part of a diverse team with colleagues from different viewpoints, cultures and countries
· Encourage the completion of ES surveys, participate in the creation of an ES activities calendar and post survey action planning to impact engagement
· Implement the Company absence management system; including conducting return to work interviews and applying the trigger point system & reviews
GUEST EXPERIENCE
Demonstrate service attributes in accordance with industry expectations and company standards to include:-
Being attentive to guests
Accurately and promptly fulfilling guest requests
Understand and anticipate guest needs
Maintain a high level of knowledge which will enhance the guest experience 
Demonstrate a service attitude that exceeds expectations
Take appropriate action to resolve guest complaints
Appreciate the dynamic nature of the hotel industry and extend these service attributes to all internal customers.
Be able to promote the hotel (LHMUK and IHG generally) products and services. 
Maintain a high level of product and service knowledge about all IHG hotels in your region.
Ensure known repeat guests, priority members and other VIP’s receive special attention.
RESPONSIBLE BUSINESS
Demonstrate an understanding and an awareness of all policies and procedures relating to Health, Hygiene and Fire Life Safety.
Familiarise yourself with emergency and evacuation procedures.
Ensure all security incidents, accidents and near misses are always logged in a timely manner and brought to the attention of your line manager. 
Proactively pursue all practices in line with Company environmental and energy saving initiatives.

Perform other duties as assigned. May also serve as Duty Manager.
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