The Assistant Dining Manager assists in the management of a university dining unit. The unit may have multiple styles of service including traditional cafeteria, grab and go service, retail, or convenience store. The operation serves approximately 2,500 students, staff and guests each day; supervises as many as 10-15 full-time regular employees and up to 300 part-time student employees in a diversity-valued organization; supervises the production and service of food to students, staff, guests, and special groups and in addition manages the procurement and inventory of food and related goods; supervises service and customer relations; responsible for meals being served in accordance with prescribed standards; responsible for overall performance management and supervision of employees; supervises the quality and quantity of food items produced; orders product; takes inventories; supervises inspection of incoming food and supplies; orients, trains and coaches all employees in all aspects of facility operations; supervises all staff according to prescribed customer service standards ensuring prompt, effective and courteous customer service for all guests; manages the student managers and the student personnel program; works weekends, various hours, special events, and holidays as business need dictates.    

Required Qualifications
Bachelor’s degree in hospitality or restaurant management or equivalent combination of education and experience; 3 to 5 years of experience in food service management and food production; 1 to 3 years of direct supervisory experience; knowledge of ServSafe Sanitation certification or similar food handler program certification; ability to regularly lift and/or move up to 20 pounds and frequently lift and/or move up to 50 pounds; 3-5 years direct customer service experience; successful completion of a background check.

Desired Qualifications
Excellent verbal and written communication skills; experience working with HACCP principles; experience managing Classified Civil Service, bargaining union member employees, and student staff; knowledge of computerized ordering systems.

Responsibilities
40% - Supervises the overall operation during assigned shift, ensuring quality standards and prompt, effective and courteous customer service; selects, trains, evaluates employees; supervises and manages the student personnel staffing; maintains prescribed standards of employee personal appearance and hygiene, safety and sanitation; counsels and disciplines employees to uphold department standards, procedures and rules; responsible for performance management of those supervised; supervises the sequence of work activities for operation, service, and special setups; maintains records as required to minimize occurrences of excess and/or short production; serves as manager in charge in absence of other managers.    
25% - Orders product from authorized sources, according to established schedules, timetables and procedures; supervises inspection of incoming food and supplies for compliance with specifications and requisitions; accepts and/or rejects products as appropriate; takes necessary follow-up action to obtain replacements or substitutes; supervises posting of entries to records.    
15% - Maintains guest relations by interacting daily with customers by conducting table touches and reaching out to obtain feedback from area residents; responds to customer feedback in an appropriate and timely manner; establishes contact with guests needing special dietary requirements, assuring a safe dining experience.    
10% - Orients, trains, and coaches all employees in all aspects of facility operations; maintains appropriate documentation for all employees, tracks and maintains attendance and timekeeping records for all employees.    
5% - Schedules, staffs, and coordinates/organizes special events for students in the unit or when food services are requested by customer groups.    
5% - Participates in food service department planning, organizing and content of training; participates in performance review meetings; provides support for catering functions; performs other duties as assigned.    
