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SANTIAM STUDENT MANAGER'S DUTIES 



 
 
The Santiam Manager rotation has several key components.  Although the daily 
management of the restaurant is primary, there are also daily tasks and responsibilities 
which include the training and education of the wait staff (first year students.) See the 
list of duties.  This should be done in a manner that reflects ownership and/or 
management status of a restaurant. Each day should include a training activity that 
requires active participation from the manager, and at least two of these sessions should 
require research and prior preparation that MUST be approved in advance by your 
instructor.  See list of “House Manager Projects” 
 

 

Uniform: Required in full. 

● Shoes that are clean, close toed, non-slip, and stable platforms that are no higher    
than 1 ½” high. NO tennis shoes 

● Socks or hose 
● Slacks or Skirts - professional length. 
● Shirt or Blouse - Must be clean and pressed. 
● Ties must be worn unless prior approval is received. 

 

It is always appropriate to wear first-year, front-of-the- house dining room 
clothes. Optionally, you may wear dress clothes appropriate for a fine dining 
restaurant. Please consult with dining room instructor for guidelines prior to the 
start of your rotation 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Attention to the following guidelines will help Managers 
assist their staff reach peak achievement:  



 

1. Set clear, well defined and reasonable goals. Be sure they are attainable and that 

staff understand them. 

2. When discussing goals, encourage your staff to offer ideas and suggestions and 

review them. Involve them and let them share in creating ideas that relate to their 

goals. 

3. Assure the staff that management believes in them and has confidence in them. 

The need for feeling secure and believed in is an important psychological need 

and will help workers perform their best. 

4. Give your workers the opportunity to achieve. Achievement in itself is a great 

motivator. 

5. Show them how and why they are doing useful work.    

6. Praise your workers when it is deserved.  Be honest in your praise. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

Front-of-the-House Duties:  
Review the entire Santiam Packet.  Pay close attention to the details on the 
"Opening" and "Closing" lists. You are responsible for all of these details 
and to see that your staff has completed all of the listed duties.  



 
● First thing each morning go to the office and get the till and take it to the cash 

register  
● Turn off call forwarding on the phone. Instructions to do this are in the 

reservation book. Listen to voicemails and take down any messages or 
reservations that came in while the restaurant was closed 

● Take reservations and chart them on the room map for the day 
● The dining room should be set up by 9:30 a.m 
● Once the dining room is open for business, there must always be a staff member 

in the room 
● Oversee the set-up of the dining room. Make sure the tables are set accurately 

and line up properly  
● Be sure that everything is clean, filled, and in it’s appropriate place  

 

Check:  silverware            glasses  
   plates                    tablecloths  
   salt & pepper       table decorations  
   chairs  
 

● The dining room music is also your responsibility.  Soft music is preferred at a      
comfortable and non-intrusive level.  This requires constant attention.  

● If any of these things are not up to standard, notify the servers that the dining 
room needs to be checked and have them find and fix the problems.  Monitor and 
make sure the “fix” happens.  

● Prior to service, hold a meeting with the wait staff and brief them on the menu. 
Encourage them to ask questions on any unique items. If you don’t have an 
answer, research, then report back to them. Go over the desserts with the wait 
staff.  Ensure that the list is correct and all samples are on the dessert tray. 

● Divide the dining room into sections and assign each section to a server.  
● You are the primary person who greets and seats guests. Be genuine and smile as 

you greet them. Hand them a menu as you seat them. Please do not leave a menu 
in an empty space for a person who is joining the party late. 

● Watch over the dining room closely during service and communicate with the 
wait staff. Make sure that the guest’s needs are being met, and that the servers 
are performing their duties correctly and efficiently.  

● If a problem arises, (i.e. tables not being taken care of properly), you need to 
decide what to do. You should talk with the server assigned to that table and 
make your decision from there. Be sure to communicate to the Instructor what 
the problem was and what your solution was.  

● It is your responsibility to make sure all closing duties are taken care of both in 
the FOH and BOH. Make sure to turn off the music, transfer the telephone to 
voicemail. Turn off the lights and lock the doors.  

● Remove the cash drawer with all the money, checkout slips, charge slips, tips, etc. 
and take it all to the office and put it on the cash counting desk. 

 
 



 
 
 
 
 
 
 
 
 
 
 
 
 



Back-of-the-House Duties   
 
Oversee the set-up of the back of the house.  Make sure everything looks neat and fresh, 
and that there is enough to get the Restaurant through lunch.  Remember, we may need 
back-ups.  
 

Check that there is enough of all product listed to get through the day:      
     butter 

   salad dressings  
   milk & creamers  
   drink garnishes - lemon  
   iced tea  
   coffee – taste it  
   roll baskets with proper napkin folded  
   bus station  
   roll warmer - 150°  
   tongs for the rolls  

 
During service, you need to communicate closely with the wait staff. Make sure that the 
servers are performing their duties correctly and efficiently and that the guest’s needs 
are being met.   
 
You must be aware of what stage of service your wait staff is at all times. You must be 
ready to step in to assist a server at any time.  
 

During a rush it may be necessary for you to run the cash register for the wait staff in 
order to expedite service to the guests. You must be ready to step in and serve as cashier, 
or as wait staff, if required. Remember, there should always be a staff member in the 
dining room.  
 

After service, it will be your responsibility to oversee the clean-up. Make sure everything 
is clean and put away, desserts are wrapped, reach-ins are clean and wiped out, rolls are 
put up on the front line, and everything is in its proper place. Once all this has been 
accomplished, you may then dismiss all students for lunch.    
 

 

 

 

 

 

HOUSE MANAGER PROJECTS  



 

In addition to the tasks outlined in the general duties section, the Restaurant student 
manager will also be expected to further their skills through a series of outlined 
activities.  For a passing grade, a student must complete the assigned tasks 
within the period they are on the front of the house station.  

Each day should include a project which demonstrates a technique and/or trains 
the first year students on a service or presentation.   Two of these sessions should 
require research and prior preparation that MUST be approved in advance by your 
instructor.    

A log is provided in the front of the Santiam reservation book to record the 
projects you have given instruction on.  First year students will be required to 
demonstrate the techniques learned.  

Examples of possible projects:  
a. Napkin folds appropriate for presenting food in/on. 
b. Russian service for a selected table or two.  
c. Research and demonstrate how to “crumb” a table  
d. Demonstrate how to open a wine bottle properly and supervise student’s learning this 
skill. Pour wine without spilling.  
e. Demonstrate Frenching of rolls and supervise student’s learning this skill.  
f. Set up a mock job interview for first year students and critique their performance.  
g. Present to the first year students a mock negotiation with a supervisor for a raise.  
h. Lead a discussion about good and poor ways to reprimand subordinates.  
i. Demonstrate how to change a tablecloth during service.  
j. Table-side cooking, i.e., mise en place, technique, final presentation of dish.  
k. Stemware: Purchasing, Care, Items no longer in use 
l. Linens: Purchasing and/or Care 
m. China for Restaurants 
n. Flatware for Restaurants 
o. Carving Techniques 
p. Finger Bowls 
q. Japanese or Chinese Tea Service 
r. Cigars service 
s. Liquors or Cordials 

 
 
 
 
 

 
 
 

EXAMPLES OF TABLE-SIDE COOKING PROJECTS:  
 

Crepe Suzette      Bananas Foster  



Cherries Jubilee     Peche (peach) Flambe  
Poire (pear) Flambe     Crepes Surprise   
Table-side Coffee     Canard (Duck)Montmorency  
Caesar Salad       Truite (trout) Meuniere  
Steak Diane       Fettuccine Carbonara  
Steak Poivre       Saltimboca Romana  
Table-side mocktails  
 

 

 


