[image: ]
Restaurants - Host
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 Hosts to run the front door at one of our restaurants. You'll manage reservations and the waitlist, quote honest wait times, seat guests so no server or the kitchen gets slammed, and answer the phone. You're the first and last person many guests see.
2. Essential Duties and Responsibilities
1. Greet guests, check reservations, and seat them by the floor plan and server rotation.
1. Manage the waitlist and quote wait times you can keep.
1. Space seatings so the kitchen doesn't get several large tables at once.
1. Take reservations and large-party requests in [your reservation system], noting allergies, celebrations and seating requests.
1. Answer the phone: hours, directions, menu questions and to-go orders.
1. Keep the entry and host stand clean, and wipe down menus between guests.
3. Key Tasks / Daily Activities
1. Review the book before service and flag VIPs, large parties and allergy notes for the manager.
1. Track table status with servers and bussers to know which tables open next.
1. Confirm the day's reservations and follow the house policy on no-shows.
1. Thank guests on the way out and hand over to-go orders and gift cards.
4. Key Performance Indicators (KPIs)
1. Quoted wait time accuracy: [your target].
1. Reservation no-show rate: [your target].
1. Even seating across server sections: [your target].
1. Guest feedback on arrival and seating: [your target].
5. Required Qualifications and Skills
1. Speaks clearly with guests in person and on the phone.
1. Can learn the floor plan, table numbers and server sections in the first week.
1. Comfortable with a tablet reservation system [such as OpenTable, Resy or Tock].
1. Stays polite and honest when guests are unhappy about a wait.
1. Food handler card if your state or county requires one for hosts.
6. Preferred Experience
1. Prior host, retail or front desk experience.
1. Speaks [a language common among your guests] in addition to English.
1. Interest in moving into a server role.
7. Physical Requirements
1. Stand at the host stand and walk guests to tables for a full shift.
1. Carry stacks of menus, high chairs and booster seats up to [20] pounds.
1. With or without reasonable accommodation.
8. Work Environment and Schedule
1. Shifts center on dinner, with Friday and Saturday nights and holidays required.
1. Entry area can be drafty or warm depending on the weather.
1. Busy stretches with a line at the door and the phone ringing.
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 host 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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