DAILY FRONT DESK OPENING & CLOSING PROCEDURES


DATE: ________________________________
 Managers: _____________________________________________

Greeter: ____________________  Table Director: ________________________ Closer: ______________________

Seaters: ______________________________________________________________________________________

Men’s Bathrooms:    4:30    5:00    5:30     6:00     6:30    7:00    7:30    8:00    8:30    9:00    9:30
Ladies Bathrooms:   4:30    5:00    5:30     6:00     6:30    7:00    7:30    8:00    8:30    9:00    9:30




OPENING:  (work in order of check list, initial after checking the box)
· 1 - Bathrooms:  Men’s & Women’s room - spray and wipe toilets clean with Fabreeze Sanitizer, use toilet brush for inside bowl.  Wipe floors around toilets if necessary.  Windex mirrors and faucets.  Refill to max the paper towels, toilet paper, and refill soap dispensers if necessary.  Sweep floor if necessary.  Always leave a cloth behind the left sink in the men’s room to absorb water from sink.  Check every 30 minutes.

· 2 - Lobby:  Windex front doors, lobby windows, and lobster tank.  Sweep outside main doors, empty ashtray and replace garbage bag.  Use magic eraser to clean white walls of marks and stains.  Make sure floors have been swept and mopped clean.

· 3 - Front Desk:  Organize top and bottom of desk, discard any personal items, food, and drinks.  Gather at least 3 blue ink pens.  Transfer all 3 phone lines back to the Crab Shack.  Call Mario’s to fax over the reservation updates.  Update reservation sheets once fax if received.  Refill and stock: Take out menus, plastic bags, toothpicks, kids menus, crayons, dinner menus, and clip boards.

· 4 – Ready For Seating:  Have the opening server’s stations mapped out and ready to be seated immediately at opening time.  Ensure that all servers are checking in a the front desk prior to being seated.

GENERAL STANDARDS:

· Always be sure to portray a fun, sincere, inviting, and friendly welcoming to every guest

· Always be sure the front lobby, front desk, and bathrooms are clean and orderly (check every 30 min.)

· Always have the next 2-top, 4-top, or 6-top mapped out to be seated 

· Answer phones within 3 rings, place them on hold if you have to

· Plan out large party reservations, always get one seating in before the large party arrives

· Always find something to do, never stand around the front desk doing nothing.  Look for tables to bus, clean bathrooms, floors, and roll silverware

FRONT DESK POSITIONS:
· Greeter – Always stands on the left.  The Greeter greets everyone with eye contact and a welcoming “welcome to the Crab Shack, how many in your party this evening?”  The Greeter never leaves their post.


· Table Director – Always stands on the right.  The Table Director strictly ensures that tables are being seating quickly and efficiently.  This position should not look up to greet customers as it will detract from their seating priorities and disrupt the flow of the tables.  Page the guests and communicate to the seater what table to go to.  Begin paging tables as soon as the tables are being bussed.  Never allow a table to be open when there are customers waiting to be seated.

· Seaters - The Seaters take guests to their tables.  Once the Table Director has communicated the table to take the guests, walk them to their table.  Once the guests have seated, thank them for coming to the Crab Shack, show them the daily catch clip board, and let them know their server will be right with them.   The Seater is also responsible for informing the Table Director of what tables are being bussed and what tables are ready to be seated.   The Seater is also responsible for answering phones.

More than one seater should never be standing at the front desk, keep busy:  Help bus tables, look for open tables, help pre-bus tables, windex the front doors, check the bathrooms, carpet sweep, etc…

