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Restaurants - Floor Manager
Company Name: [INSERT COMPANY NAME HERE]
Department: Front of House
Reports to: Assistant General Manager
Location: [INSERT LOCATION HERE]
1. Position Summary
We're hiring a Floor Manager to run shifts at one of our full-service restaurants; most of our restaurants have [two or three]. You'll lead pre-shift, run the floor during service, approve comps and voids within your limit, fix guest problems at the table, and close: server checkouts, tip-outs under the written house policy, the deposit and the shift log.
2. Essential Duties and Responsibilities
1. Run the restaurant as manager on duty for your shift: open or close, staff the floor, and make the call when something goes wrong.
1. Set server sections and the floor plan with the host, and change them when call-outs or walk-ins change the night.
1. Approve comps, voids and discounts within your limit, and record the reason for each one in [your POS].
1. Handle guest complaints at the table and decide how to make it right before the check drops.
1. Back up servers and bartenders when a guest needs to be slowed down or cut off, and log the incident.
1. Cut staff in order as covers slow, and check side work before anyone clocks out.
1. Close the restaurant: run server checkouts, calculate tip-outs under the written house policy, balance drawers, prepare the deposit and lock up.
3. Key Tasks / Daily Activities
1. Walk the dining room, bar, restrooms and patio before doors open and fix what guests would notice.
1. Lead pre-shift: specials, 86'd items, wine features, large parties, VIPs and allergy notes on the book.
1. Watch the door, the floor and the pass together: seating pace, ticket times and tables waiting on checks.
1. Stop at tables during service, starting with first-time guests, celebrations and allergy orders.
1. Write the shift log: sales, covers, labor, comps, voids, incidents and repairs needed.
4. Key Performance Indicators (KPIs)
1. Comps and voids per shift: [your target].
1. Labor against forecast on your shifts: [your target].
1. Cash and deposit accuracy: [your target].
1. Guest complaints resolved on the same shift: [your target].
1. Shift logs completed before you leave: [your target].
5. Required Qualifications and Skills
1. [1+] year as a shift lead, floor manager or supervisor in a full-service restaurant, or [2+] years serving or bartending with training duties.
1. Food protection manager certification, such as ServSafe Manager, within [60] days of hire.
1. Responsible alcohol service certification (TIPS, ServSafe Alcohol or your state's program) where your state requires it, and the judgment to cut off a guest.
1. Has closed out a POS, balanced drawers and prepared a deposit, or can learn it in training.
1. Speaks to upset guests calmly and gives staff direct feedback in the middle of service.
6. Preferred Experience
1. Served or bartended in a full-service restaurant with a bar.
1. Experience with manager functions in [your POS] and [your reservation system].
1. Has worked expo or the host stand on a busy night.
7. Physical Requirements
1. Stand and walk for a full shift of [8] to [10] hours between the floor, bar, host stand and kitchen.
1. Lift and carry bus tubs, ice buckets and cases up to [40] pounds during service.
1. With or without reasonable accommodation.
8. Work Environment and Schedule
1. Evening, weekend and holiday shifts, with [number] closes a week.
1. Closing shifts end after the last table, the checkouts and the deposit, which can run late.
1. On the floor during service, with desk time at open and close for reports.
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 floor 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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