
Job Description 

My position is: Venue/ FOH Waiter/Waitress 
I report to: Food & Beverage Manager   
Support Manager and or Supervisors: Operations Manager, Duty Managers, Food & Beverage Manager, Kitchen 
chefs.  

I contribute to the Castaways team by:  
Manage and motivate myself to work in a dedicated and efficient manner, providing high quality service to 
castaway’s customers.  I take a pro-active approach to quality, service and safety, utilising all of the safety 
equipment, procedures, training and work instructions provided to me by Castaways. 

PRIMARY FUNCTION: 
Work as a service person for food and beverage. Take customers’ orders relaying them to kitchen and cashier. 
Provide castaways customers with exceptional service delivering their orders in a timely manner visiting each table 
at least 6 times to ensure all customer needs are met.  

MAIN DUTIES & RESPONSIBILITIES: 
 Maintain a detailed working knowledge of all food and beverage on the current men
 Clean designated areas in accordance with procedures, morning/evening routines and hygiene requirements
 Set tables in accordance with agreed standards, ensuring all items are clean, undamaged and in a good state of

repair
 Ensure sideboards on stations are adequately stocked with replacement cutlery, linen and any other items

required
 Greet and Serve food and beverages in accordance with agreed procedures. Check with customer throughout their

meal of any further needs
 Ensure tables are cleared quickly and efficiently and plates and utensils returned to the kitchen or bar area
 Be aware of and continually maintain the highest standards of personal hygiene and dress ensuring the designated

uniform is worn at all times
 Report any problems with either customers or meals to the FOH Supervisor or Operations Manager
 Be flexible in relation to working late night hours or additional hours
 Ensure you and your fellow team members comply with establishment policies and duty lists.
 Deal with minor customer complaints and immediately advise your supervisor. Deal with queries as and when

required.
 Act as cashier when required entering customer order into till and processing payments
 Follow any current and updated duty lists along with any lawful instructions from your reporting manager.

Preferred 
prerequisites and 
Technical skills : 

 Industry experience 1 year, wine or food service.

Interpersonal  Excellent communication skills
 Ability to manage customers in a way that supports both customer satisfaction and

business efficiencies

Personal  Positive attitude
 Ability to work under pressure with an outgoing friendly personality.
 Reliable & flexible to change.



Levels of Authority  
You cannot action any of the following without prior approval from your reporting manager. 
 Make any statements about our clients, customers, suppliers or company to any representative of the media and

members of the general public
 Issue or offer free or discounted food or beverage to any customers

The above list in not meant to be an all-inclusive list and you do have the authority to recommend any actions you 
believe will maintain and or improve our service or operational performance at any time. 

Key Performance Indicators 

Area Or Task Minimum Expectation Or Target Measurement Used 
Frequency Of 
Measurement 

General Follow shift duty check list Shift Spot checks sheet weekly 

Venue set up 
presented clean and tidy according 
to standard outlined on Shift check 
list 

Shift Spot checks sheet weekly 

Service 

 Able to introduce yourself to 
customers, explain the menu, wines, 
and record customer requests on 
dockets using short cuts, docket all 
completed correctly i.e. date, time, 
and name and table number. 

Spot checks and event detail 
review reports  

Each shift 
with weekly 
checks 

Service 
Removal of all non-used table 
settings, dirty cutlery, crockery and 
glasses during service 

Spot checks and event detail 
review reports 

Weekly 

Service 
Carry at least 3 plates and 4 when 
appropriate 

Spot checks and event detail 
review reports  

Weekly 

Glass wash and bar 
service 

Able to wash and store glasses serve 
bar customers and make espresso 
coffees 

Training records and shift 
spot checks 

Weekly 

Menu Knowledge Greater than 90% knowledge  test paper monthly 

Uniform 
Full uniform worn 100% of the time 
by you  

Spot shift checks 

Personal Training  

Induction within first 80 hours of 
employment then commenced 
castaways training programme 

Completion of test papers 
Weekly 

Serve customers At least 25 customers over a shift.  Shift spot checks Weekly 

All able to seat and 
greet customers,   

As per current policy and training 
instruction 

Measured by weekly checks 
and event detail reports. 

Each shift 
with weekly 
checks 


