University of Maine
Job Description


TITLE: 

Assistant Dining Service Manager, Bear’s Den

DEPARTMENT: 
Auxiliary Services

DATE: 

01/30/20
REPORTS TO: 
Associate Director of Dining Services
Purpose:

This position is responsible for assisting with administration and management of all areas of a dining facility including the production and customer service area. The ADSM helps ensure that the facility operates in a clean, safe, organized, and profitable manner, while maintaining a positive work environment for employees. The ADSM serves as a public relations contact for the facility and is responsible for developing and delivering excellent customer service to the university community and for embracing the mission and vision statements of the department. Typical hiring range for this position is $37,000-$42,000, commensurate with experience and qualifications.
Essential Duties & Responsibilities:
· Directly supervises classified staff (Culinary Associates, Utility, Cashiers) and student employees. Indirectly supervises storeroom clerks, cooks, truck driver.

· Responsible for meeting budgetary goals and objectives as outlined by supervisor.

· With the management team, assists in maintaining and enforcing quality food preparation and presentation as outlined by the culinary team.

· Responsible for ensuring proper cash handling such as balancing the safe, making deposits, and training staff on proper cashiering procedures. 

· Supervises food preparation and service areas in a dining facility as assigned by management, keeping them informed of all equipment, production, service and employee challenges.

· Assists with personnel matters including hiring, training, and evaluating classified staff members.

· Schedules personnel to ensure hours worked meet operational needs and fall within budget guidelines. Assigns daily duties to staff members appropriately to meet the needs of the shift. Participates in managing time for payroll.
· Assists with purchasing, inventory, portion control, and maintaining food costs. Utilizes a departmental food production system for forecasting, ordering, production, inventory and financial evaluation.

· Assists with the administration of training programs for student and classified staff as assigned. Participates in daily training of staff as appropriate.

· Assists in inspecting kitchens, service areas and dining rooms to ensure compliance with campus Safety and Environmental Management directives, State Health Department standards and departmental quality assurance programs.

· Prepares, provides, and utilizes appropriate statistical information on a timely basis as directed by management.

· Participates in special events as directed by management.
· Develops and maintains professional relationships that reflect courtesy, civility, and mutual respect.

· Builds productive relationships with internal and external constituencies.

· Utilizes coaching and mentoring methods which provide an environment that is anticipatory, supportive, and encourages constructive feedback on performance.

· Commits to organizational improvement by identifying opportunities to improve, and recommending possible alternatives for a situation.           

· Performs other reasonably related duties as assigned.

Knowledge & Skill Qualifications: 

Required:

· Typically has the education associated with a Bachelor's degree or equivalent combination of education and related experience.  
· Demonstrated commitment to total quality management and supervisory experience.

· Excellent oral and written communication skills. 
· Some culinary knowledge.

· ServSafe Certification or ability to take and pass within 6 months of hire.

· Individual must have an ability to do frequent lifting of up to 50 lbs.
· The ability to drive, typically requiring a valid Maine Driver’s License.
Preferred:

· Bachelor’s degree in Hotel, Restaurant and Institutional or Business Management or related field.
· Computer skills with experience with MS Office Suite, Menu Management Systems, electronic access/point of sale system, and spreadsheet applications. 

Supervisory Responsibility: The ADSM supervises several classified employees and up to 60 part-time student employees.

Work Environment: The Assistant Dining Service Manager will work in a high-paced energetic dining environment in a very visible operation that is subject to a high level of scrutiny.   

Work Year: Full-time, twelve-month, fiscal year.

Work Schedule: Normal University of Maine business hours are Monday through Friday 8:00 a.m. to 4:30 p.m.  This position regularly works outside the normal University of Maine business hours, including nights, weekends and holidays.  Flexibility of work hours will be necessary in order to meet the position requirements.  The employee will establish regular office hours in consultation with the supervisor and adjust the work schedule as necessary.  

Position Type:  Ongoing, base budgeted. 

Schedule for Evaluation:  During the initial 6 months of employment and annually thereafter in accordance with UMPSA Agreement.

Job Family/Salary Grade: 19/02
The finalist for this position must complete a post offer physical. Appropriate background checks will be required.

All UMS employees are required to comply with applicable policies and procedures, as well as to complete applicable workplace related screenings, and required employee trainings, such as Information Security, Safety Training, Workplace Violence, and Sexual Harassment.

