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Role title:    Front of House Assistant 
 
Expected commitment:  As required by the needs of the business 
 
Reporting to: Front of House Team Leaders 
 
Accountable to: Front of House Manager 
 
 

Role summary 
 
A Front of House Assistant will welcome customers into the bar, restaurant, lounge and function areas. 
They interact with the customers directly and quickly in a manner which promotes the highest level of 
customer service. They are involved in the receipt and delivery of beverage (coffee, soft drinks and 
alcohol) and food orders. Customer service is paramount with any Front of House task. 
 

Main duties and responsibilities  
 

1. To provide a warm welcome to all our guests, ensuring a good, courteous and efficient service. 
Greeting guests and seating accordingly. 

 
2. Interact with customers, ensuring the guest’s expectations are exceeded. 

 
3. To promote all facilities and products within the hotel in a positive manner. 

 
4. To attend work punctually, ensuring you present yourself in a smart professional manner 

(adhering to the company uniform policy) at all times whilst on company premises and never 
attend work under the influence of alcohol, drugs or other substances. 
 

5. Ensure all bar, lounge and restaurant tables are clean and set up to the service standards. 
 

6. To ensure all restaurant and function tables are set up with cutlery, serviettes, glass wear and 
condiments as necessary. 
 

7. To prepare and serve all beverages including coffee, soft drinks, and alcohol. 
 

8. Have a thorough knowledge and understanding of the menus and wine lists on offer and any 
promotions currently being advertised. 
 

9. To provide full table service within the food service areas of the hotel, including guests rooms.  
 

10. To restock all service stations, equipment, machinery and products ready for the next service 
period. Inspect restaurant and bar serving stations for neatness and cleanliness and correct any 
deficiencies if found. 
 

11. To handle cash, be familiar with credit/debit card procedures, and to carry out till operations. 
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12. To ensure all cutlery, glass wear and crockery are washed and prepared for the next service 
period. 
 

13. Empty any refuge containers. 
 

14. Clean the bar, restaurant and function areas (hovering, wiping tables and surfaces, general 
cleanliness of front of house areas, emptying and re-lining bins). To clean coffee machines and 
equipment as necessary, following company cleaning schedules and practices. 
 

15. Complete any paperwork accurately and legibly. 
 

16. To work with and respect fellow colleagues and managers, demonstrating diligence to your work 
at all times. 
 

17. Attend any training and departmental meetings as directed. 
 

18. Comply with all legal obligations, company policies and practices and comply with the 
requirements under the responsible service of alcohol. 
 

19. To follow all health & safety guidelines and report any possible hazards to your line manager. 
 

20. Any other duties as detailed by the management. 
 
21. Always come prepared for work with a corkscrew / bottle opener and pen. 

 
 

Skills you will develop  
 

 Food and Beverage experience including bar, restaurant, lounge and function areas. 

 Knowledge of wine and associated food accompaniments. 

 Cash handling. 

 Planning and organising. 

 Team working. 

 
Training available 
 

 Formal hospitality qualification (if appropriate). 

 Specialist training applicable to the role, including wine training and personal alcohol license. 
 
 

Employee Benefits 
 

 Competitive salary 

 Training opportunities 

 Uniform 

 Meals on duty provided 

 Paid holiday 
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Skills and qualifications required 
 

Requirements Essential and 
desirable criteria 

E D 

Education/qualifications   

Literate and numerate to GCSE Grade C or above or equivalent   

NVQ / Diploma Level 2 in Hospitality   

Experience   

Experience of working within a hospitality environment   

Ability to work within strict time deadlines   

Skills, knowledge, abilities and behaviours   

Computer literate   

Able to write clear and concisely   

Willingness to participate in training courses and departmental meetings   

Excellent customer service skills   

Ability to work within a team and as an individual efficiently   

Be available at mornings, afternoons, evenings and weekends as the business 
demands 

  

Ability to work in an extremely fast paced and demanding environment    

 
 
Working location  
 
The main business will be within the front of house areas within the Falcon Hotel. However, employees 
may be asked to work in other company venues as required. 

 
 
 
 
 
 
 
 



 

 

4 

 

Additional information 

 
Contact details for recruitment 
For an informal discussion about this role, please contact front of house Manager, Matt Wade, on 
01572 823535 or e-mail: Rotas@beaverinns.co.uk 
To apply for this position please submit a copy of your Curriculum Vitae and an expression of interest 
letter, outlining how you meet the person specification and how you would approach delivering the main 
roles and responsibilities for the post. 

General information for all Front of House Employees 

 
Recruitment method 
To become an employee you will be asked to complete an application form and provide references. 
You will complete an introduction package and receive training relevant to your role. You will only be 
able to begin your employment once we have completed the necessary checks relevant to your role 
(which may include employment history). 

 
Probationary period 
Final confirmation of your employment to this position is subject to a probationary period where the 
employment may be terminated by either party without due notice. 
 
On-going training 
All our employees are provided with the necessary training to enable them to carry out their role. To 
continue to operate in this role you must maintain the competencies required. 
 
Confidentiality 
All information concerning employees shall be treated as strictly confidential at all times. 
 
Equal opportunities 
It is the aim of the Falcon Hotel to ensure that no one receives less favourable treatment on the 
grounds of age, sex, race, colour, religion, marital status, sexuality or disability; or, is not placed at a 
disadvantage by conditions or requirements which cannot be shown to be justifiable. Everyone shall 
adhere to our equal opportunities policy and ensure that diversity is valued throughout the 
establishment. 
 
Health and safety 
We aim to provide a safe environment for all our employees. We will therefore make you aware of your 
responsibilities under the Health and Safety at Work Act 1974, and to ensure that agreed safety 
procedures are carried out and to maintain a safe environment for our employees or patrons. 

 
Data protection  
If you have contact with data systems, computerised or otherwise, you are required to obtain, process 
and/or use the information in a fair and lawful way; to hold data only for the specific registered purpose; 
and not to use or disclose it in any way incompatible with such purpose. To disclose data only to 
authorised persons or organisations as instructed. 
 
Review of this description 
This role description is intended as an outline indicator of general areas of activity and will be amended 
in the light of the changing needs of the Falcon Hotel. It is expected that the employee will be as 
positive and flexible as possible using this document as a framework to development.  


