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TEXT: "Gallery Qperational Mnual "
"Job Descriptions - Gllery”

REFERENCE: Texts used in Food Service | and |1, Personnel Managenent,
and Banquets & Convention Sal es

OVERALL OBJECTI VES

1) Practical application of theory developed in the techniques
di scussed in managi ng and supervision of Gllery personnel.

2) To introduce the student to the practical application of planning,
organi zi ng, conmuni cating and report systens used in Hotels and
Rest aur ant s.

3) To develop an awareness of the inportance of each depart nent
(sal es-stores-production-service-accountability) and the need for
participatory managenent in order to insure quality product and
service in the Hospitality Industry.

METHOD:

1) Students will be rotated through various supervisory positions in
Gal l ery Operation.

2) Students will be exposed to various types of functions;
(luncheons, dinners, buffets, cocktail parties, etc.) and will be
expected to plan, organize and execute their supervisory
responsibilities within the guidelines established.

ATTENDANCE:

The criteria used is one of enployer/enployee. To maintain a
senblance of true work environment and ensure the proper

adm nistration of service in the Gallery. Absence from neetings,
functions and prescribed scheduled duties wll forfeit the students
right to continue in the course due to his/her unreliability. The
non-attendance at a lab theory class, deno, or staff neeting wll
result in an "1" grade and forfeit the student's right to the Gallery
practical . The student will be responsible to denonstrate to the
instructor's satisfaction, his/her know edge and capability to do the
prescribed activity prior to reinstatenment in the Gllery.



This senmester will focus the student on obtaining nanagerial skills
in:

- Adverti sing

- Reservations

- Front Desk

- Miitre D'

- Bar Manager

- Kitchen Manager

- @l lery Manager Positions
(bj ectives - Advertising;

After conpletion of this senmester, the student will be able to:

- Performall advertising duties required to generate sufficient
busi ness for a given Gallery function.

- Perform with the help of the G aphics Departnent, all duties to
produce nmenus, flyers and posters.

- Performall advertising duties both internal and external to ensure
maxi mum busi ness.

- Assist and train first year students on conputer during service

(bj ectives - Reservations:

- Enter all reservations in conputer prior to function.
- Mnitor reservations as to seating capacity.
- Supply Maitre D wth reservation printout.

- Call and reconfirmall reservations at |east 8 hours prior to
function.

- Obtain all reservations during function for |ater dates and
conplete imediately.

- Supervise and assist during service.

bj ectives - Maitre D :

- Wth Kitchen Manager, neet with chef intructor to confirmnmenu and
presentation

- Schedul e staff nmeetings prior to function to ensure know edge
regardi ng nmenu, job descriptions, type of function.

- Assign stations according to prepared floor plan.



Supervi se correct set up, service, closing tasks.

Supervi se proper service flow between Gallery and kitchen
Gal l ery and Bar.

Communi cate in a proper fashion with guests and enpl oyees.

Evaluate first year students on their performance during set up,
service, and cl osing.

Eval uate first year students on personal appearance and hygi ene,
enotional stability and attitude.

Qbj ectives - Bar Manager:

Attend staff neetings
Train and assist first year students in opening and closing tasks.

Train and assist first year students in taking opening and closing
i nventory.

Order and receive all supplies fromKitchen, Central Stores, and
Li quor Store Room

Account for all sales and di screpanci es.

Eval uate Bartender as to performance, personal appearance and
enotional stability.

Qbj ectives - Kitchen Manager:

Wth Maitre d, nmeet with chef instructor to confirmmenu, job
assi gnments and presentation.

Meet with staff to ensure correct service and nmenu content.
Assign positions if changes occur.

Mai ntain order during service.

Mai ntain control of standards as it relates to the industry.
Mai ntai n proper flow of service.

Ensure efficient clean-up - linen count.

Eval uate first year students on productivity, cleanliness,
cooperation and enotional stability.



bj ectives - @Gllery Manager

- Attend staff neetings.

- Plan, organize, and execute function.

- Supervise all of the above departnents.

- Del egate or make changes in positions, if required.

- Maintain control of service in all departnents.

- Receive, at end of shift, all paynents and nake deposit.
- Receive all keys and ensure proper lock up.

- Turn over deposit, float and keys to instructor.

- Evaluate all managers as to their capabilities, effectivness
in supervision, comunication with guests and students, persona
appear ance.

EVALUATI ON

1) Direct application of personnel managenent theories.

2) Direct application of sales and organi zational theories from
Banquets & Conventional Sal es.

3) The adherence to the standards of quality and quantity descri bed
in the Gallery Operational Manual and the positional job
descri pti ons assi gned.

4) Individual Evaluations of each assignnent by peers and instructors
based on:

- Pl anni ng
- Organi zi ng
- Comuni cati ons
- Appearance - Dress
- Job Know edge
- Supervi si ons
- Cosing Duties
- Reports
5) The requirenents stated under "attendance" are part of the
eval uati on system



AVAI LABI LI TY

Instructor is available in Room B113, extension 437 should any student

have any difficulties or need help in upgrading their marks. Pl ease
consult tinetable for availability.

ADDI TI ONAL | NFORVATI ON

If there is any student in this class who has need for test-taking or

not et aki ng acconmodation, please feel free to conme and discuss this
with me.



THEME EVALUATI ON

1) Advance Publicity a) Local involvenent
b) Coll ege invol venent

2) Advertising and Pronotion a) Posters
b) Flyers
c) Personne

3) Interior Decor a) Walls/Tables
b) Use of Vol unteers
(internal, externa

c) Menu
d) Msic
4) Staff Participation a) Know edge of thene and

obj ecti ves

b) Costunes

c) Active involvenent in
t heme projection

5) G mmcks and/or CGuest Participation:

Cost unes;

Qur high standards of appearance nust be respected during thene
nights. Please keep the following in mnd when planning your thene.

- costunmes nust be practical and neat

- not to be restrictive to novenents and table service

- regardl ess of thenme, no shorts or "cut-offs" nust be worn

- no bare feet, open-toed shoes or sleeveless garnents are allowed as
we nmust conply to the Sanitation Code.

- jeans may be worn, depending on the thene, as long as the appearance
and cl eanliness upholds the standards of the Gllery



