
                                                      POSITION DESCRIPTION



JOB TITLE:			Assistant Manager of Hospitality	
REPORTS TO (Title):		Manager of Building Usage and Hospitality
FLSA STATUS:			Exempt
UPDATE DATE:		December 2022
											
POSITION SUMMARY:

This position is responsible for enhancing the welcoming experience at Wesley Memorial through food service and acts of hospitality. 

KEY DUTIES AND RESPONSIBILITIES:      				    
 
Planning
· Plans menus and procures food for a variety of church events including Wednesday Dinners, a variety of special event meals and food service ministry activities.
· Coordinates and monitors food service budgets with the Manager of Building Usage and Hospitality.

Food Service
· Prepares, serves and cleans up after meals, and provides assistance to groups using Wesley Memorial facilities.
· Provides direction and guidance to a team of lay volunteers who assist with food ministry programs, helping them prepare and serve food utilizing ServSafe standards.
· Maintains the kitchen, food service supply and food storage areas to ServSafe and food service industry standards.
· Maintains and repairs kitchen equipment to ensure safety and food safety standards are met.
· Assists with hospitality at functions such as funerals, weddings and special events,
· Supports, maintains and grows Food Service Ministries.

Other
· May serve as back-up bus driver when needed.
· Other duties may be assigned by the Manager of Building Usage and Hospitality or Senior Pastor.

    
EDUCATION, EXPERIENCE AND SKILL REQUIREMENTS:   

· Minimum 5 years of significant, successful experience in food service management
· Demonstrated experience in preparing and serving meals to large groups.
· Demonstrated experience managing food service workers.  Experience managing volunteers is a plus.
· Demonstrated experience with basic financial management of programming and events.
· Current ServSafe certification or the ability to obtain ServSafe certification.



COMPETENCIES:

Initiative
Flexibility
Interpersonal Skills
Leadership
Teamwork

SUPERVISORY RESPONSIBILITIES:

No employee direct reports.  Will supervise a team of volunteers.

PHYSICAL DEMANDS:

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.  

While performing the duties of this job, the employee is regularly required to stand; walk; use hands to prepare food, handle, write; reach with hands and arms and stoop or kneel. The employee is frequently required to sit, speak and hear.  Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception and ability to adjust focus.  

WORK ENVIRONMENT:

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.  

The incumbent in this position will spend time in a commercial kitchen environment, but also be involved in physical activities related to moving, loading and unloading food products in remote locations.  Lifting  up to 40 pounds is not uncommon.

This is a working document knowing that certain primary responsibilities of the Assistant Manager may change over time.
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