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In Villa Dining
Job Task Asignment

Morning Shift | Afternoon Shift

No. Description No. Description

Briefing at 2.00 pm in VD office and collect all information
from Morning shift associates to be aware of operation stage.

1 Collect all information from Night shift.

2 Collect your master key from security office (both shift).
1 2 | Pick up WD napkin from laundry to VD office.
Check all details for special requests on guest arrival,

departure and/or in-house from IVD computer. Check up service asset, all should be clean; and prepare
- - 3 | service equipment such as cutlery, salt & pepper mills.
4 | Check Daily Amenities, Daily Report from IVD computer. Stand by for euest order (prepare for next shift if possible).
Check up service asset, all should be clean; and prepare | Check Dining by Design andfor any event orders; prepare
5 service equipment such as cutlery, salt & pepper mills. 4 |eguipment such as cutlery for service according to guest
Stand by for quest order (prepare for next shift if possible), requests.
6 Check & clear buggies. It needs to look tidy for service - Prepare all Welcome Amenities for quests and place to quest
delivery to guest villas, villa. Continue from Morning Shift
7 Prepare all Welcome Amenities for quests and place to guest | 6 |Set up Dining by Design or any events as per BEO.
villa, —_ -
= —x y Check & clear all Housekeeping pantries for VD asset and
8 Check & clear all Housekeeping pantries for VD asset and check villa if not complete clear from delivery record.

check villa if not complete clear from delivery recrd.

8 | Check Turndown Amenities and deliver to guest villa.
g Stand by at VD office for A la carte order.

2 e : ; l 9 Stand by at VD office for A la carte order.
Check if any Dining by Design and/or any event bookings and

10 - :
inform the team members accordingly. 10 | Ensure all bills are comect and close report for each shift.
11 Ensure all bills are correct and close report for each shift. 1 Hand cver of any information to next shift associates to be
I é aware of operation stage.
12 Briefing at 2.00 pm in VD office and hand over all information |

to next shift associates to be aware of operation stage.

Night Shift

| Mo. Description

Night Shift

|
Mo. Description | 9 |Check clean and charge battery of VD buggies.
1 Cellect all information from Afterncon shift. [ 10 Hand owver all information to Morning shift.

Check up service asset, all should be clean; and prepare

z service equipment such as cutlery, salt & pepper mills.
3 Check Breakfast box order and service to area as per request, R s k
and prepare juice for Sala Layan. emcll'
a Check daily fruit from Daily Amenities order and prepare for |
morning shift. Always follow up with clearance and keep an eye through
T i o T i | Resort walk (Food & Beverage order, Welcome Amenities,
5 e clear all Housekeeping pantries for WD asset an i douat Ararities tetc ]

check villa if not complete clear from delivery record.
6 Stand by at IVD office for A la carte order.
T Ensure all bills are correct and close repaort for each shift.

8 Write daily report in VD logbook to F/B Manager.




Print check

Select Villa

Print Check

Room Info

Room Inq

Type villa number

OK

Print Previous Check

Function & Report

Function

Reprint Previous Check

Reprint Closed Check

Function & Report
Function
Reprint Closed Check

Tap to select Villa number

OK

Close Bill

Select villa
Payment

Room charge

Type Villa number

Change Default
Revenue Centler

Change Default Revenue
Center (Main screen)

Tap to select center
(In Villa Dining,
In Residence Dining)

OK




Close Bill (Tip)

1\I0

Close ENT

Print Report

Select villa

Payment

Add tip amount

No

Room charge

Type Villa number

Select villa

Payment

ENT/OC

Tap to Select the type of ENT
(ENT FOOD 100%,
ENT BEV 100%,
ENT Misc 100%)

Type ENT number

Close to ENT

Function & Report

Report

Serving Period Financial

Run Report

Print

*Remark : Please close all bills first.




Change Period

1\I0

Post Residence Amenity

Post Villa Amenity

Function & Report

Function

Change RVC Serving Period

Tap to select Period
(Breakfast, Luch, Dinner)

OK

Update Database

(Main Screen)

= 06.00 AM. - 10.00 A.M.
= 10.00 A.M. - 16.00 P.M.

Dinner = 16.00 P.M. - 00.00 A.M.

*Rernark : Breakfast
Lunch

Floor Plan

Order screen

Amenities

Get free

Food screen Jes Ll Bev screen
Tap to select Food Tap to select Bev
Amenity . Amenity

Order & Save send

Begin check by table
Type the number 99
Order screen

Amenities

Get free

Food screen

Tap to select Food .

Amenity

Order & Save send

Bev screen

Tap to select Bev
Amenity
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