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Facility 
Name: BRIDGE VIEW CENTER - OTTUMWA, IOWA 

 
 
JOB INFORMATION 

Job 

Title: 

FOOD & BEVERAGE DIRECTOR | 

EXECUTIVE CHEF 
Department: FOOD AND BEVERAGE 

Reports 
To: 

EXECUTIVE DIRECTOR 
FLSA 
Status: 

Exempt   Non Exempt   

Prepared 

By: 
SCOTT HALLGREN 

Date 

Prepared: 
November 24, 2022 

Approved 
By: 

RUSS FERGUSON 
Approved 
Date: 

November 24, 2022 

 
 
SUMMARY  
Responsible for all food quality, service, and sanitation throughout the facility; coordinates activities of 
and directs training of all food service employees in food preparation, service and sanitation ensuring 
an efficient, timely, and profitable operation by performing duties and responsibilities personally or 

through staff under their supervision. 

 
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties and 
responsibilities may be assigned. 

1. Customer Focus: Is dedicated to meeting and/or exceeding the expectations and requirements 
of internal and external customers. 

2. Integrity and Trust: Is widely trusted and is seen as a truthful individual who keeps 

confidences, admits mistakes, doesn’t misrepresent themselves and is highly respectful of 
others. 

3. Communication: Consistently exhibits courteous, respectful, non-defensive and appropriate 
communications and presents information in a concise and understandable format. 

4. Teamwork: Work cooperatively with others in the accomplishment of joint tasks and common 
objectives.  Contribute to a positive work environment, foster collaboration and provide a 
tangible contribution. 

5. Internal Customer Service Code of Conduct: adheres to and committed to following the eight 
core principles of our employee code of conduct. 

6. Plans, directs, and oversees all food production and food production training to assure facility 
guest expectations of quality and food service are met or exceeded.   The Executive Chef must 
be able to personally perform each duty that would be assigned to food production and 
foodservice sanitation employees. 

7. Determine, create, establish and plan menus for the entire operation including all catering, 
banquet, concessions, and backstage catering for performing artists. 

8. Determine, establish and implement policies, procedures and training to insure food service 
sanitation standards meet or exceed all local, state and/or Federal guidelines at all times. 

9. Determine, establish and implement policies, procedures, and training to control food costs, 

maximize productivity, while minimizing labor costs throughout the entire facility to achieve 
and improve upon budgetary guidelines. 

10. Determine, develop and implement recipe cards for all food items prepared in the facility 
including item ingredients, updated target product costs and preparation methods to include 
HAACP guidelines. 

11. Order and assure timely delivery and maintain inventory of all food and beverage needs of the 
facility; maximize product availability, minimize product waste, establish and assure 
maintenance of par stocks of food service items and supplies as part of an overall effort to 
minimize both inventory levels and product supply outages. 
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12. Purchase beverages, according to anticipated demand and familiarity with public taste in food 
and beverages.  Order product and maintain inventory of supplies on hand at end of each day 
or other designated period. 

13. Direct storage, preparation, serving and account sheets of food and beverages by other 

workers at bars, concession stand(s) or circulating throughout audience. 
14. Carry out supervisory responsibilities in accordance with VenuWorks policies and procedures 

and applicable laws.  Responsibilities include interviewing, hiring, and training employees; 
planning, assigning, and directing work; appraising performance; rewarding and disciplining 
employees; addressing complaints and resolving problems.  Hires, trains, and supervises all 
concession workers, including recruitment of non-profit groups to work in stands as needed. 

15. Oversee and monitor financial management and appropriate handling of receipts and deposits; 

tabulate receipts and balance accounts; assist Director of Finance in compiling sales reports on 
event-by-event monthly basis; assist in preparing annual budget and on-going monitoring of 
expenses and income to maximize return. 

16. Work with event planners, especially in area of consigned merchandise and/or concessions 
offered for sale at events. 

17. Operate the facility emergency management plan, should the need arise, during events as 

developed by VenuWorks and the Executive Director. 
18. Maintain on-going relationships and communication with clients, customers, exhibitors, show 

staff, and the general public for positive guest relations. 
19. Assist in overseeing that all events are executed in a safe and professional manner. 
20. On occasional basis, may serve as Manager on Duty for assigned events which will require 

making numerous decisions related to financial matters and patron safety. 
21. Maintain good relations with all employees (part-time and contracted labor) working to service 

the events in our facility. 
22. Work with the staff to ensure the facility’s goals, mission, and vision are accomplished with 

teamwork. 
23. Perform all other duties as assigned. 
24. Attendance during regularly scheduled hours. 
25. Availability to work nights and weekends as needed to facilitate supervisory responsibilities. 

26. Responsible for the overall direction, coordination, and evaluation of the food and beverage 

department. 
 
 
SUPERVISORY RESPONSIBILITIES 
In addition to the essential duties required of this role as described above, this person carries out 
supervisory responsibilities in accordance with VenuWorks policies and applicable laws.  

Responsibilities include assigning and directing work and work locations; interviewing, hiring, training, 
disciplining, and supervising employees including non-profit groups; appraising performance, 
rewarding and disciplining employees when necessary, recommending termination of all food and 
beverage employees according to VenuWorks of Ottumwa, LLC and VenuWorks, Inc. guidelines and 
location policies; addressing complaints and resolving problems. 

 
QUALIFICATIONS   

To perform this job successfully, an individual must be able to perform each essential duty and 

responsibility satisfactorily. The requirements listed below are representative of the knowledge, skill, 
and/or ability required. Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions. 
 
Thorough knowledge of methods, practices, equipment, and machinery used in the daily food and 
beverage operation in a public assembly facility.  Ability to work a varied schedule under diverse 

conditions and according to sometimes stringent time schedules.  Possess customer service skills to 
interact with our clients and customers on a daily basis.  Knowledge of basic administrative computer 
skills (e-mail, word processing, spreadsheets, computerized inventory management system, etc.).  
Ability to work with minimal supervision, establish priorities, and execute all the duties and 
responsibilities described above. 
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Individual must possess a current, valid driver’s license.  Individual must have a current working 
home telephone number and/or cellular phone number that can be accessed by building personnel for 
contact purposes. 

 
 
EDUCATION and/or EXPERIENCE  

1. Bachelor’s Degree and/or minimum two years of formal culinary/quantity food service 
management training or commensurate experience. 

2. Minimum two years culinary preparation experience. 
3. Minimum two years culinary management experience in a similar high-volume food service 

operation with similar duties and responsibilities. 
4. Experience working in a computer network environment utilizing Microsoft Word and Excel 

programs. 

5. Knowledge of supervisory principles and practices. 
 
 

CERTIFICATES / LICENSES / REGISTRATIONS  
1. Must possess a current valid driver’s license and a vehicle that can be accessed for work 

purposes and a current working telephone with a number that can be accessed by building 
management personnel for business contact purposes. 

2. Current certifications and licenses required by local, state, and/or Federal guidelines for food 
production management. 

3. Ability to be ServSafe certified through the National Restaurant Association. 

 
 
LANGUAGE SKILLS  

1. Ability to communicate effectively orally, electronically and in normal business forms. 
2. Ability to read and comprehend instructions, correspondence, and memos.  
3. Ability to read, analyze, and interpret general business periodicals, professional journals, 

technical procedures, and government regulations. 

4. Ability to write reports, business correspondence, and procedure manuals. 
5. Ability to effectively present information and respond to questions in one-on-one and small 

group situations to customers, clients, managers and other employees of the organization. 
6. Ability to speak and understand English. 

 
 

MATHEMATICAL SKILLS  
1. Ability to calculate figures and amounts such as discounts, interest, commissions, proportions, 

percentages, area, circumference and volume. 
2. Ability to apply concepts of math on an Excel spreadsheet, calculator, ten key adding machine, 

or cash register such as discounts, interest, commissions, proportions and percentage. 
3. Ability to add, subtract, multiply and divide all units of measure using whole numbers, 

fractions, and decimals; applying concepts of basic algebra and geometry. 

4. Applying basic math and algebraic math skills for food production applications. 
 

 
REASONING ABILITY  

1. Ability to maintain a calm, composed presence in an often fast-paced environment where 
multiple tasks, events and stimulus may occur simultaneously. 

2. Ability to define problems, collect data, establish facts and draw valid conclusions.  

3. Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule 
form, dealing with both abstract and concrete variables. 
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PHYSICAL DEMANDS 
The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job.  Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions. 

1. While performing the duties of this job, the employee is occasionally required to sit and 
regularly required to stand and walk; regularly use hands to finger, handle, or feel; reach with 
hands and arms; talk or hear; taste or smell. 

2. The employee must regularly lift and/or move up to 50 pounds. 
3. Specific vision abilities required by this job include close vision, color vision, depth perception, 

peripheral vision and ability to adjust focus. 
 

 
WORK ENVIRONMENT   
The work environment characteristics described here are representative of those an employee 

encounters while performing the essential functions of this job.  Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions. 

1. While performing the duties of this job, the employee is occasionally exposed to moving 

mechanical parts and risk of electrical shock; wet and/or humid conditions and extreme heat 
and cold. 

2. The noise level in the work environment is usually moderate but is occasionally loud. 
 
 
CONCLUSION 
The above statements are intended to describe the general nature and level of work being performed 

by the person assigned to this position.  This is not an all inclusive list of responsibilities, duties, and 
skills required of personnel so classified.  Further, this job description is not intended to limit or in any 
way modify the right of any supervisor to assign, direct, and control the work of any employee under 
his/her supervision.  I understand that employment is at the will of the employer and either the 
employer or the employee may terminate the employment with or without cause at any time. 
 

I have read and understand this Job Description and confirm that I meet the minimum requirements 

and can perform the essential duties and responsibilities as listed herein. 
 

Employee 

Signature: 
       Date:       

 


