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Part A

Position
Descriptions






Duties & Responsibilities

V Te aching Objectives
Let the students
—be clear about the job duties & responsibilities of a bar server, bartender & bar manager;

—be able to complete position tasks of a bar server, bartender & bar manager.

V T asks

Bar
Server
Duties

Students'
Activities

Bar
Manager
Duties

Bartender
Duties

Module 1 Bar Server Duties

Position Card

Position Bar Server
Department Bar Department
Reports to Bar Manager / Asst. Bar Manager / Bartender

Direct Subordinates —

Next in Command —
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Training Process

Explanation ]ﬂl:>{ Memorization ]

‘ Imitation )DI:'>[ Application ]

Training Card

Project

Bar Server Duties

Requirement(s)

1.
2

To be clear about the job duties & responsibilities of a bar server;
To complete position tasks of a bar server and have judgments.

Method(s)

1.
2.
3.

The teacher explains and demonstrates.
The students imitate in groups and practice.
The teacher makes judgments and evaluation on the jobs.

Procedure(s)

Duties & Responsibilities

Explanation
|

Memorization

1.

Maintain the guest focus while performing duties.

2.

Assume 100% responsibility for “quality” guests’ experience.

|9%]

. Welcome and greet the guests within one minute. Make all the guests feel special and

let them know you’re there to personally take care of them.

. Inform the guests of specials and menu changes.

. Make specific beverage recommendations you genuinely feel your guests will enjoy.

. Answer questions about the beverages, food and other bar functions and services.

. Take beverage and food orders from the guests.

. Deliver beverages from the bar to the guests in a timely matter.

O | 0 | I | N|Ww | B

. Complete opening and closing checklists.

. Maintain clean and stocked service and dinning areas.

11.

Monitor and observe guests’ experience. Ensure the guests are satisfied with the
beverage and service. Respond promptly and courteously to any requests.

12.

Provide proactive beverage refills.

13.

Prepare final bills, present checks to the guests, accept payments, and process
through the POS system.

14.

Return changes to the guests quickly.

15

. Be ready and willing to assist fellow servers before they ask.

16

. Thank the guests for their visits and invite them to return.

17

. Attend all scheduled employee meetings and bring suggestions for improvement.

18

. Notify manager-on-duty any time a guest is not 100% satisfied with his experience.




Part A Position Descriptions

continued
Project Bar Server Duties
Imitation To be able to achieve the standard
' To grasp the method of working as a bar server © be able fo achieve e standards
. as taught
Application
Evaluation
Bar Server Duties
Trainer: Date:
Projects Note
CRED A B ¢ P )
Memory Ability A—S5
QA YA B—3
Application Ability Cc—1
(M HIRETD D—I1
Advice GO
Trainee: TP (Total Points):

Module 2 Bartender Duties

Position Card

Position Bartender

Department Bar Department

Reports to Bar Manager / Asst. Bar Manager
Direct Subordinates Asst. Bartender / Bar Server
Next in Command Asst. Bartender

Training Process

[ Explanation ]ﬂl:>[ Memorization ]
‘ Imitation ]DI:>[ Application
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Training Card

Project

Bartender Duties

Requirement(s)

1.
2.

To be clear about the job duties & responsibilities of a bartender;
To complete postion tasks of a bartender and have judgments.

Method(s)

1.
2.
3.

The teacher explains and demonstrates.
The students imitate in groups and practice.
The teacher makes judgments and evaluation on the jobs.

Procedure(s)

Duties & Responsibilities

Explanation
|

Memorization

1s

Maintain the guest focus while performing duties.

2

. Assume 100% responsibility for “quality” guests’ experience.

. Take orders from the guests and beverage orders from servers.

. Prepare and serve alcoholic and non-alcoholic drinks consistent with the bar’s

standard drink recipes.

. Learn the names and personally recognize the regulars.

. Record drink orders accurately and immediately after receipt into the register system.

. Accept guest payment, process credit card charges and make change (if applicable).

. Wash and sterilize glassware.

9.

Prepare garnishes for drinks and replenish snacks for bar patrons.

10

. Maintain bottles and glasses in an attractive and functional manner to support efficient
drink preparation and promotion of beverages.

11.

Clear and reset tables in the bar area.

12.

Present drink menus, make specific recommendations and answer questions regarding
beverages.

13.

Maintain cleanliness in all areas of the bar including counters, sinks, utensils, shelves
and storage areas.

14.

Receive and serve food orders to the guests seated at the bar.

15.

Report all equipment problems and bar maintenance issues to the bar manager.

16.

Assist the restocking and replenishment of bar inventory and supplies.

17.

Thank the guests for their visit and invite them to return.

18.

Attend all scheduled employee meetings and bring suggestions for improvement.

19.

Notify Dinning Room Supervisor or manager-on-duty any time the guest is not 100%
satisfied with his experience.

Imitation
|
Application

To grasp the method of working as a bartender

To be able to achieve the standards
as taught




Part A Position Descriptions

Evaluation
Bartender Duties
Trainer: Date:
Projects Note
D A B ¢ D ()
Memory Ability A—5
Gedzae ) B—3
Application Ability Cc—1
(N HEEID D—1
Advice (E0:
Trainee: TP (Total Points):

Module 3 Bar Manager Duties

Position Card

Position Bar Manager

Department Bar Department

Reports to Food & Beverage Manager

Direct Subordinates Asst. Bar Manager / Bartender / Bar Server
Next in Command Asst. Bar Manager

Training Process

Explanation ]m:>‘ Memorization ]
‘ Imitation ]Df:>[ Application

Training Card

Project Bar Manager Duties
Reguiremsntld) 1. To be clear about the job duties & responsibilities of a bar manager;
d 2. To complete postion tasks of a bar manager and make judgments.




