
 
 

 

 

 

 

 

 

 

 

 

 

SUMMARY:   

Handling all food & beverage operations for the facility. Supervises all concession 

operations, fixed and portable and acts as a liaison between the Houma Civic Center and 

outside “approved” caterers who need kitchen access or inventory rentals. In addition, 

some consultation with Business Manager due to budgetary and finance concerns. 

 

BASIC FUNCTIONS: 

1. Supervising, scheduling, and training all part-time F&B staff during Concession events. 

2. Controlling, organizing, and inventorying equipment and supplies. 

3. Maintaining security and limited access of all F&B areas of the building including 

kitchen, concessions and storage areas. 

4. Adhering to all health, sanitation, and safety standards as it pertains to the kitchen 

and its equipment. 

5. Maintaining all necessary kitchen and F&B permits as it pertains to Federal, State, and 

Local guidelines. 

6. Concession set-up, operation and closing for events required to include cash 

handling and Microsoft Excel reporting. 

7. Planning and preparation of food and beverages for concession events. 

8. Maintain records of total inventory and verifies money balances and inventory from 

opening through closing. 

9. Preparing invoices for rental equipment/inventory to outside “approved” caterers. 

10. Maintaining kitchen/concession equipment in proper working order-designating 

maintenance work orders when necessary. 

11. Ordering and receiving of all products as it pertains to concession events. 

12. Presenting concession areas with creativity and eye catching signage to boost F&B sales. 

13. Providing exceptional customer service, especially when handling problems that should arise. 

 

EXPERIENCE REQUIRED: 

1. Ability to follow directions, plan workday and execute assignments without direct 

supervision. 

2. Ability to work with maximum efficiency, organization, quality and productivity. 

3. Experience in responsible cash handling policies and procedures. 

4. Good communication skills. 

5. Ability to work nights, mornings, and weekends when events require working 

hours outside of normal workweek schedule. 

 

Terrebonne Parish Consolidated Government 

JOB DESCRIPTION 

 
POSITION TITLE………….…: Concessions/Kitchen Supervisor   

DEPARTMENT……………….: Houma-Terrebonne Civic Center    

DIVISION……………………...:  

CLASSIFICATION/GRADE....: Concessions/Kitchen Supervisor/105   

REVISED………………………: 10/2019 

REPORTS TO…………………: Business Manager 

REVIEWED……………………:    10/2019    

WAGES………………………...: Hourly    



 

SPECIAL CHARACTERISTICS: 

1. Must have the ability to plan, organize and direct the work of subordinates, 

2. Requires the ability to establish and maintain an effective working relationship with 

part-time employees, contract labor employees, suppliers, and the general public. 

3. Ability to control and monitor cash register and inventory. 

4. Ability to communicate clearly and concisely both verbally and in writing. 

5. Knowledge of ordering, maintaining the appropriate inventory and records. 

6. Skilled in good housekeeping practices of area where food is stored, prepared, and 

served or dispensed. 

 

EDUCATION/EXPERIENCE: 

1. High School Diploma or GED Graduate. 

2. Three or more years experience in food industry in a high volume, fast-paced 

restaurant kitchen environment. 

3. Working knowledge of Microsoft Excel 

 


