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Job:



Operation Manager

Company:


Tea Pub Bubble Tea Café

Company Background:

· Located in Richmond centralized shopping area

· Store area around 2000 ft2, hold about 50+ people

· Open 7 days a week (3pm – 1am Mon to Fri, 3pm – 3pm Sat to Sun) ?
· Staff pool: 3 – 4 waitress; 2 person in the kitchen; 1 operation manager; 1 store manager

· Operation Manager: average 4 shifts/week; 2 shifts of 12 hrs; 2 shifts of 8 hrs. $8/hr, no overtime pay

· Flat pay among all staff (waitress and kitchen staff): $8/hr

· Tips distribution: waitress 60%, kitchen 40%

· Target customer: young Asian (16 – 30 of age)

· Atmosphere: pub-like, dim light, music, lightings

· Orientation and training carry out by store manager or operation manager

· Recruitment method: drop in resume

· Selection: one-on-one interview by store manager

· General meeting monthly by boss when giving out pay cheques

· Not a lot of pressure from manager or boss

· Turnover rate is low among waitress because of good tips

· Turnover rate is high among kitchen staff because of hard work

Duties:

· Prepare tea/drink, snack and ingredients

· Do inventory

· Re-order, dealing with suppliers

· Open-up store

· Make drinks and snack

· Supervise store order

· Bar and kitchen cleaning

· Handle complaints

· Closing-up (count revenue, bank-in)

· Train new staff: both waitress and kitchen staff

Job Specification:

· Multi-tasking

· Good interpersonal skills: dealing with customers and staff

· Kitchen knowledge

· Basic accounting skills

· Experience in bubble tea making

· Experience in supervising a café

· Must be fluent in English and Mandarin, Cantonese preferred

· Quick reaction

· Teamwork
Recruitment Sources & Methods:
· Poster at the café window – free, beside the paper and labour cost, lots of walk-ins

· Chinese Buy & Sell – Free of charge, large pool of viewers

· Chinese community newspapers – reasonable price, large pool of viewers

· Internets

· Referrals, internal & external

· Chinese radio

Selection Tools:

· Resumes

· Interview, one-to-one, Behaviour Descriptive

· Job sample test – make tea & snack, etc…
Orientation:
· Explain benefits & compensation

· Responsibilities & authorities – written out and posted out at employees’ lounge

· Sign employment letter

· Introduce to co-workers – formally

· Tour about the café – location of safety equipment, security system, kitchen & storage, general settings

· Company’s background – performance measures, safety rules, company culture, unwritten out rules, human resources matters to watch out for

· Introduce to suppliers

Training:
· Familiarization of the menu – on-the-job training (learn by doing)

· Receipts for the drinks and snacks – learn by doing

· Cash register, Computerized ordering system – first day, and then learn by doing

· Equipment/tools/machinery operations

· Inventory system

· Ingredients ordering rules, suppliers list

· Opening & closing of store

· Store arrangement

· Safety training

· Customer services training – complaint handling, both internal & external

· Training menu – for this position and its subordinates

Performance Appraisal Tools:

Recommendation for Performance Evaluation: ????
