[image: UC-Dining Service]
POSITION DESCRIPTION
Food Retail/Catering Leader 3
University Dining Services


Scope of Responsibilities:
The Food Retail/Catering Leader 3 will be primarily responsible for the daily execution and tracking of all events scheduled within the catering division of University Dining Services including meetings, conferences, banquets, weddings, off-campus events and receptions with both food and bar service.  This position will be responsible for supervising all aspects of catering events including scheduling, preparation, set-up, service, breakdown and clean-up.  The ability and willingness to work a variable schedule, including nights and weekends, is required.  The Catering Leader 3 will report to the Catering Manager who reports to the Executive Chef of University Dining Service.  University Dining Service is a unit within the Student Affairs Division and closely linked with the University Centers and Residential Living.

MAJOR RESPONSIBILITIES:

(80%)	Event Supervision
· Execution of all events per the policies and procedures of UDS and the University of Wisconsin Stevens Point.  Events will include meetings, conferences, banquets, weddings, off-campus events and receptions with both food and bar service.
· Develop and implement protocol for scheduling production and service staff to ensure all catering events are staffed appropriately and that all services and products agreed upon are supplied and produced according to the catering contracts.
· In conjunction with the student managers, train and provide supervision for student staff to provide excellent service and follow all safety and sanitation guidelines.
· Provide onsite supervision for events, being the primary contact with the clients during the event. 
· Leads and participates in the preparation or reheating of food items, pre-dishing and display of food and beverages, insuring safe and efficient use of standard kitchen equipment.
· Directs the set up of bar service and serves as bartender as needed.  Enforces UWSP alcohol policy.  Refer all requests for event alcohol service to the Catering Manager.
· Supervise the breakdown and clean up of events, making sure all equipment is returned to the proper storerooms, that the kitchen and ware washing areas are clean and orderly, that all food is properly stored, and that all facilities are properly closed and secured.
· Provide updated attendance counts or consumption records for the Catering Manager to generate invoices for the events.
· Using a written report system provide feedback to the Catering Manager on each event.
· Responsible for maintaining orderly storerooms and inventories of supplies used by the catering program.
· Make recommendations for purchases of supplies and equipment used by the catering program.
· Ensure cash registers are properly rung out after each event.  Follows all procedures to handle cash and make deposits.  
· Provide assistance in retail locations, if necessary.
· Drives van or food truck to make catered deliveries to off-site events.



(20%)	Miscellaneous 
· Continual implementation of assessment programs, in order to meet and exceed the established goals of the UDS.
· Serves as the lead contact, while working directly with the Executive Chef, UDS management, and student managers, in the absence of the Catering Manager.
· Assist in all areas of UDS as requested.
· Participate in meetings and on university committees as requested by the UDS Catering Manager.
· Develop relationships internally and externally in order to foster the continued growth and success of UDS.
· All other responsibilities as delegated.




Knowledges, Skills and Abilities
· Minimum of one year of experience as an assistant catering manager or supervisor in a complex food service organization, with experience working in a university setting preferred. 
· Demonstrated experience supervising a diverse staff including student managers, full and part time employees and temporary staff.
· Ability to lift 20 pounds on a regular basis.
· Meet State of Wisconsin requirements to drive a state vehicle.
· Basic knowledge of alcohol service regulations and legal age enforcement issues, along with the ability to obtain responsible beverage server license.
· Basic knowledge of technologies used in food service management, including automated inventory and menu management systems.
· Ability to effectively communicate orally and in writing to a wide array of people.
· Ability to interact courteously with customers.
· Ability to handle and solve customer complaints and requests.
· Knowledge of cash handling procedures
· Knowledge of basic production control techniques.
· Knowledge of basic safety principles.
· Ability to supervise employees.
· Knowledge of methods to motivate employees and ability to do so.
· Knowledge of sanitation techniques.
· Knowledge of staffing guidelines and techniques, in order to staff events accordingly. Including modifications for emergencies.
· Knowledge of the tools and equipment used in food preparation and service.
· Attention to detail, well organized.
· Ability to prioritize and multi-task.
· Ability to meet ServSafe certification requirements.



Appointment Date/Term of Employment
This is a classified staff position, 75%.
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