HOST JOB DESCRIPTION 

CREATED/REVISED DATE: 3/2022
FLSA: Non-exempt

TITLE POSITION REPORTS TO: General Manager, Assistant Manager, Shift Manager

MAJOR DUTIES AND RESPONSIBILITIES:
· Acknowledge all guests entering/exiting with a smile.  This is the most important part of your job.  The impression of our business starts with you. 

· Open front vestibule door and greet guest with appropriate welcome.
· Greet guests with, “Hello”.  Welcome to Maple Bacon.  How many in your party today?” or similar.
· Be polite and cordial to all guests by using key words of over the top service.

· Keep the lobby clean and free of debris.
· Use proper phone etiquette when answering the phone. 

· Use proper rotation when not on wait.
· When on wait, greet with a smile, ask for a first name, how many, and quote a time.
· Seat open tables as soon as possible.
· Seat only complete parties on the weekend and split when possible.
· Clean and sanitize menus, high chairs, boosters. 
· Keep podium clean and stocked, wipe down seating charts.
· Check restrooms for cleanliness once per hour or more.
· Regular sweeps for menus.
· Communicate with other hosts, managers and servers when double/triple seating. 

· If a guest wants to sit in a certain seat, assure them that it is ok and our pleasure to seat them wherever they wish, even if it throws you off of the rotation.
· Communicate with wait staff when appropriate. Any problems, consult a manager.
· Maintain good personal hygiene and clean uniform with proper slip resistant shoes. 

· Assist with working/covering shifts at other locations when needed.

· Responsible for cleanliness of interior windows in lobby.
· Parties of four or less, make an effort to pull out least two chairs

· Assist with covering shifts when needed.

KNOWLEDGE SKILLS AND ABILITIES REQUIRED:
· Sense of urgency.
· Highly organized.
· Detail awareness.
· Ability to multitask.
· Ability to remain calm and cheerful when busy.
WORKING CONDITIONS AND PHYSICAL EFFORT
· Work is normally performed in a restaurant setting. 

· A moderate amount of physical effort is required.  

· Heavy lifting, bending, standing and walking for long periods of time.

· Exposure to heat or cold and some chemical exposure.
· Some travel within the city may be required.

