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Restaurants - Assistant General Manager
Company Name: [INSERT COMPANY NAME HERE]
Department: Front of House
Reports to: General Manager
Location: [INSERT LOCATION HERE]
1. Position Summary
We're hiring an Assistant General Manager to own front-of-house staffing, training and standards, and to run the restaurant when the GM is off. You'll write the server, host, busser and runner schedule, hire and train the front-of-house team, lead the Floor Managers, and work the floor as manager on duty on [number] shifts a week, including weekends.
2. Essential Duties and Responsibilities
1. Write the front-of-house schedule against forecast covers and the labor budget, and post it [number] days ahead.
1. Interview, hire and train servers, hosts, bussers and food runners with the GM.
1. Lead the Floor Managers: set their shifts, read their shift logs, and follow up on comps, voids and cash variances from their nights.
1. Keep the front-of-house training plan current: menu and allergen tests, shadow shifts, and sign-off before a new server takes a full section.
1. Retrain the front-of-house team when the menu, wine list or steps of service change.
1. Order front-of-house supplies: to-go containers, linens, glassware and paper goods, within budget.
1. Run the restaurant as the manager in charge when the GM is off.
3. Key Tasks / Daily Activities
1. Read last night's shift log and follow up on what the Floor Manager flagged: complaints, call-outs, repairs and cash variances.
1. Adjust the week's schedule for reservations, large parties, private events and call-outs.
1. Lead pre-shift on your floor shifts: specials, wine features, large parties, VIPs and allergy notes on the book.
1. Coach servers, hosts and runners during service, and record training sign-offs.
1. Close on your scheduled nights: server checkouts, tip-outs under the written house policy, drawers and the deposit.
4. Key Performance Indicators (KPIs)
1. Front-of-house labor percentage: [your target].
1. Front-of-house turnover: [your target].
1. New hires signed off by the end of training: [your target].
1. Schedules posted on time: [your target].
1. Guest review rating for service: [your target].
5. Required Qualifications and Skills
1. [2+] years as a floor manager, shift manager or AGM in a full-service restaurant.
1. Food protection manager certification (ServSafe Manager or equivalent), or earned within [30] days of hire.
1. Responsible alcohol service certification where your state requires it, and the judgment to stop service to a guest.
1. Has written front-of-house schedules to a labor budget, and hired and trained hourly staff.
1. Stays calm with upset guests and is direct with staff who miss standards.
6. Preferred Experience
1. Served or bartended in full-service restaurants before moving into management.
1. Experience with manager functions in [your POS]: comps, voids, discounts and end-of-day reports.
1. Has trained new servers with a written training plan and shadow shifts.
7. Physical Requirements
1. On your feet for a full dinner shift, moving between the floor, bar, host stand and kitchen.
1. Lift and carry bus tubs, glass racks or cases of wine up to [40] pounds.
1. With or without reasonable accommodation.
8. Work Environment and Schedule
1. Daytime office hours for schedules, hiring and ordering, plus evening, weekend and holiday floor shifts.
1. Close the restaurant [number] nights a week, which can run late after the last table leaves.
1. Some days at other locations in the group to train staff for new openings.
9. Compensation and Benefits
1. Pay: [range and hourly or salary basis].
1. Additional pay: [overtime, bonus or incentive terms, or none].
1. Benefits: [health, dental, vision, retirement, paid time off, and when they start].
10. Company Culture and Overview
1. [Two or three sentences on what your company does, the area you serve, and the support a new assistant general manager gets in the first 90 days.]
11. How to Apply
[Apply link or email]. Our process: [phone interview, in-person interview, and next steps]. Contact [hiring contact] if you need an accommodation during the application process.
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