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Job Description – Host/ Hostess (Your restaurant)

Information Gathering: Observe and obtain information needed to enhance the overall quality of
service from all relevant sources.

Monitor Processes, Materials, or Surroundings : Monitoring and reviewing information from
materials, events, or the environment, to detect or assess problems.

Delegation: Delegate the appropriate tasks and manage staff workloads.

Required Knowledge, Skills & Abilities

Previous customer service experience in a hospitality environment.

Customer Service Skills: Knowledge of the principles and processes for providing excellent
customer care.

Interpersonal Skills: The ability to assess the needs of others and actions required for high
performance disorders.

Conflict management: the ability to recognize problems and potential conflict with both
customers and staff.

Emotional Intelligence: the ability to recognize and control your emotions to maintain a high
level of professionalism with internal staff and external customers.

Analytical Skills: The ability to think using logic and reasoning to identify solutions and
alternatives for a successful outcome. The ability to use sound judgement and make decisions
using cost benefit analysis

Communication & Active Listening: The ability to promote two-way communication by
presenting clear ideas using thoughtful and responsive words. The capability to summarize and
reflect ideas back for accuracy and ask questions when you are unclear.

Professionalism: The ability to comply with policy and procedure and behave in an ethical
manner.

Quality Management: Awareness of the requirements needed to ensure top quality without
compromising quality for quantity. The ability to promote quality awareness and demonstrate your
commitment to quality assurance.

Product Knowledge: The knowledge and skills to explain product benefits and make
suggestions for improvements.

Problem Solving Skills: The ability to identify solutions, anticipate problems and take
appropriate action.

Time Management Skills: The knowledge to utilize methods and organization techniques to
ensure efficiency and respect the time of others.

Technical Skills: The knowledge of general accounting and mathematical skills and point of sale
applications.
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Flexibility: The ability to work overtime when needed and assist the workload of others.

Initiative: The ability to take action frequently, collaborate with team members and develop new
ideas that focus on results.
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