
120-115 F&B Office Assistant   revised: 01/07/17 

 Job Description 

 Department: 31 Food & Beverage 

 Position Title: 120-115 F&B Office Assistant 
 Reports to:  Food & Beverage Asst. Supervisor 

      Food & Beverage Supervisor 

      Food & Beverage Manager 

 

Position Summary:   The position of Office Assistant is responsible for aiding the Manager in daily revenue reporting, payroll, 

data entry, and other clerical duties.  The essential functions of this position includes: 
 

1. Be an effective employee within the guidelines of department and company policies, procedures and values, in 

fulfillment of Monarch’s mission statement to “provide our guests with a quality, personalized mountain experience.” 

2. Work in conjunction with other employees and departments as part of the Monarch team. 

3. Close drawers and run closing reports for the current day for each venue, process revenue reporting, make daily cash 

deposit, and reconcile any discrepancies. 

4. Accurately maintain the Food and Beverage bank including the safe, cash drawers, and change bags. 

5. Assist with payroll in regards to tip splitting and time clock error correction. 

6. Maintain up to date procedural manuals. 

7. Keep accurate logs for training documentation. 

8. Process invoices and track certain expenses against budget. 

9. Perform end of day closing duties, including locking all venues, safe and office. 

10. Other duties as assigned. 

 

Qualifications:  To perform this job successfully, an individual must be able to perform each essential function listed in this 

description satisfactorily, with or without a reasonable accommodation.  The requirements listed below are representative of the 

abilities, education and physical demands required to perform the essential functions of this position.  
 

Requirements Related to Knowledge, Skills & Abilities: 
1. Ability to maintain a good attitude and work well with guests and other employees. 

2. Ability to speak clearly and pleasantly, and communicate in the English language. 

3. Good reading and writing skills in the English language. 

4. Ability to take direction and follow procedures. 

5. Must be able to maintain high degree of confidentiality of all customer information.   

6. Must always present a professional appearance. 
7. Must have excellent computer skills, including a high degree of proficiency in Word and Excel. 

8. 8. Must be highly organized, accurate, and able to work without constant direct supervision. 

 

Requirements Related to Education, Certifications & Experience: 
1. High School diploma or GED required. 
2. Must be a legal citizen of the United States or possess other proper work permit authentication. 
3. Some previous experience in food service is preferred but not required.   

 

Requirements Related to Working Conditions & Physical Demands:   
1. Requires the ability to work any day of the week, Saturday through Friday and holidays, and overtime if necessary, as 

agreed upon by your superior. 

2. Requires working at high elevation (over 10,000’), and with some exposure to adverse weather conditions, such as 

severe cold, heavy snowfall, strong winds and intense sun. 

3. Must be physically fit and able to be on your feet for long periods of time. 
4. Requires sitting in an office setting for extended periods of time, using hands for computer keying, counting money. 

 


