
Coordinating office activities and operations to secure efficiency and compliance to company policies
Supervising administrative staff and dividing responsibilities to ensure performance
Keep stock of office supplies and place orders when necessary
Ensuring guest satisfaction.
Perform administrative task such as filing and documenting important data.
Follow and implementing the policies and procedure.
Keep records and secure necessary file.Keep records and secure necessary file.
Doing other task when the restaurant becomes busy, including busing and clearing the tables, running food,
 seating guests and working as a cashier.
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