
 

 

Career Opportunity 

Kissarvik Co-op in Rankin Inlet, Nunavut is recruiting for a Food and Beverage Manager.   
 
This position includes:  base salary, subsidized housing, relocation assistance, Northern Allowance, annual 
vacation, travel allowance, an employer-matched pension and a comprehensive group benefits plan.   
 
Immediate start date is available. 
 
Applications are accepted via email to humanresources@arctic.coop or by fax 204-632-8575 

Job Description 
 
Position:   Food and Beverage Manager  
Reporting To:  Manager, Hotel Operations or General Manager, Kissarvik Co-op 
 

Reporting to the Manager, Hotel Operations,  the Food and Beverage Manager will be expected to 
supervise and lead operations related to the food and beverage categories namely: restaurants, bar, and 
banquet services.  The Food and Beverage Manager is expected to perform all duties as instructed by hotel 
management in a professional, courteous and timely manner. 
 
Duties and Responsibilities 
 
Restaurant 

 Ensure the restaurant is opened, cleaned and ready for guests as per the operational hours set by 
management, 

 Ensure that all tables, cutlery, coffee are set for operation at all times, 

 Ensure that water pitchers are always filled with clean cold water, 

 Prepare the milk portions so they are ready and placed in the cooler for guests, 

 Ensure that the washrooms are clean and well stocked,  

 Maintain control of the stock items used, and make necessary orders to ensure continuous 
availability of items, 

 Maintain and control proper inventory for cutlery and glassware,  

 Maintain proper communication with the kitchen to ensure smooth service, 

 Ensure that there is no delay in orders for guests, 

 Prepare schedules for the servers, 

 Solve guest issues in a courteous and professional manner, 

 Attend to guest needs swiftly, 

 Ensure professional friendly service is given to all guests, 

 Monitor staff performance and productivity, 

 Ensure that staff is wearing their uniforms and name tags, 

 Ensure proper and accurate financial control (e.g.. orders are posted and guest cheques are settled 
in a correct manner, and ensuring that cashier closings are accurate with no discrepancies, 

 Provide continuous training and coaching for servers, 

 Ensure the cleanliness of the restaurant before closing. 
 
 
Bar 



 Ensure that the lounge is opened and cleaned as per the operational hours set by management, 

 Ensure that server has the proper training and license, 

 Maintain proper inventory level of beverages, 

 Monitor service and maintain proper control, 

 Handle guest issues swiftly and in a courteous and professional manner, 

 Maintain cleanliness of glassware and the lounge in general at all times.  
 
Banquets 

 Take reservations for banquets and meetings, 

 Maintain a reservation book for all meeting rooms, 

 Maintain the cleanliness of all meeting rooms, 

 Prepare function sheets in advance to ensure that kitchen and management are aware of future 
meetings, 

 Ensure that meeting or banquet rooms are ready before the start of the function, 

 Ensure the proper set up for meeting and banquet rooms, 

 Maintain proper billing for functions, 

 Participate in the sales efforts to promote the hotel meeting and banquet facilities.  
 
Other duties as assigned 

 
 
 
Qualifications 
 

 Demonstrated knowledge and experience in all aspects of hotel food and beverage operations, 

 Proficient in application software – ideally Microsoft Office and hotel reservation systems, 

 Ability to communicate effectively, verbally and in writing, 

 Solid understanding of co-operative principles and philosophies, 

 Strong organizational skills, 

 Ability to supervise and motivate staff members. 
 


