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Assistant Manager of Dining
Updated:  11/25/2013
FLSA:  Exempt



Dept or Office: Dining Services  
Summary Description

The assistant manager will assist in developing and managing board operation functions. Supervise staff, staff training, operational reports and statistics, and cycle menus along with assisting in the ordering of food.  The Assistant Manager assists and supports the Department Chef/Manager in the daily operations of Winslow Dining, Fast Track, and Pony Express, and is the back-up for that position when the Department Chef/Manager is not present.  The Assistant Manager is required to stay on premises in order to fulfill his/her job responsibilities.
Responsibilities & Duties
· Insure staff is following correct HACCP and food safety procedures;  

· Provide supervision during peak times so that the customer experience is excellent; 

· Guidance and oversight for student management program;  

· Directly and indirectly supervises full time, temp, and student staff;
· Assist Department Chef/Manager in meeting the department goals for financial performance in Winslow Dining, Fast Track, and Pony Express;
· Assist in developing menus and unit programs. 

Requirements – Education and experience
· Bachelor’s degree in Management, Culinary Arts or related fields, is required.  
· Associates degree in Management, Culinary Arts or related field plus five or more years of direct experience may be substituted for the Bachelor’s degree. 
· The successful candidate must be able to be Serve-Safe certified within the first six months of employment.  
· Excellent written and verbal communications skills a must. 
· Successful candidate must exhibit a commitment to customer service and possess the ability to motivate, coach and mentor staff members in the dining service.  
· Experience in menu planning, cost controls and quantity batch food production.
Preferred education and/or experience 
· Knowledge of computerized menu management system is desired.
Note:  The statements herein are intended to describe the general nature and level of work being performed by employees, and are not to be construed as an exhaustive list of responsibilities, duties, and skills required of personnel so classified.  Furthermore, they do not establish a contract for employment and are subject to change at the discretion of the employer.
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