
Monday
· Write, print, and post weekly schedule.
· Check the catering calendar to make sure nothing has changed or been added since last Friday.
· Print out catering contracts and place them on clipboards to be hung on the kitchen wall.
· Print out or update daily timelines for the week (these ensure that anyone walking in could see exactly what is needed to be done for any given day of the week.)
· Go through any new emails and answer any that need to be responded to.
· Help with daily operations, cooking, cashiering, dishes and any catering there might be for that day.




Tuesday
· I do a physical inventory of any products that I order from Henry’s Foods (do not guess, go look so you don’t miss anything) and place the order, Henry’s delivers to ATCC on Wednesdays.
· Check emails and respond if needed, you should check every day, or you might be late on some important info.
· Help with Daily operations and execute any catering you might have for the day.








Wednesday

· I do an inventory of all the products I order from Sysco and place the order. Sysco deliver to ATCC on Thursdays

· I make a (home cooked style) special on Wednesdays starting back up on 11-29-23

· Check in and put away incoming Henry’s order

· Help with daily ops , do any catering you might have

· College management meeting





Thursday

· Daily operations, catering if you have any for the day.

· Check in any put away Sysco delivery

· Keep up with emails











Friday

· Check catering calendar, create daily timeline for the upcoming week, make sure to have any catering on these with room number.

· Go to ADP workforce now and go through your staffs time cards, check all clock ins and out fix any mistakes or missed punches.

· Fill out a deposit slip and bring any  money to the bank that was taking in from Twizt’d card sales. I do this about every other week.






