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Facility 
Name: 

VENUWORKS OF CHESAPEAKE, LLC. AND CHESAPEAKE CONFERENCE CENTER 

 
JOB INFORMATION 

Job 
Title: 

Executive Chef Department: Food & Beverage 

Reports 
To: 

Executive Director 
FLSA 
Status: 

Exempt     Non Exempt   

Prepared 
By: 

Deb Malenda 
Date 
Prepared: 

3/14/2024 

Approved 
By: 

C. Carton/A. Bohlen 
Approved 
Date: 

3/14/2024 

 

SUMMARY 
The Executive Chef is responsible for all management of food and beverage, refreshments, food 
quality, guest service standards, and sanitation standards throughout the Chesapeake Conference 
Center. Including the daily maintaining of an efficient and profitable kitchen operation through 
planning and directing food preparation and all back of house and front of house food functions. This 
will involve coordinating and directing training of all food and beverage service employees in food 

preparation, service standards and sanitation insuring an efficient, timely, and successful operation by 
performing duties and responsibilities personally, through subordinate managers, and supervisors. The 
Executive Chef must have the ability to work varied hours/days, including evenings, weekends and 
holidays as needed.  Schedule varies and is subject to change. Shifts and hours are based on event 

requirements. The Executive Chef will plan menus, manage F&B inventory requirements, and manage 
all F&B supplies and equipment. The Executive Chef will make sure the kitchen operation is current 
with all local, regional, and state health codes, safety and equipment standards and requirements. The 

Executive Chef must ensure guests enjoy a world-class culinary experience. 

 
ESSENTIAL FUNCTIONS AND RESPONSIBILITIES 

1. Works directly with F&B Director, Sales Dept, and Chesapeake Leadership Team to provide 
and direct all F&B in required planning, internal and external client meetings, F&B menus, 
pricing of all guest services, concessions, premium bars, and culinary department standards 
that meet the daily needs of the venue operations and budgetary goals. 

2. Manages personnel and resources effectively. 
3. Ensures consistent daily standards are met with presentation and quality of all food and 

beverage products and services throughout the venue and for all events. 
4. Assists F&B Director in establishing and achieving predetermined profit objectives and desired 

standards of quality food, service, cleanliness, merchandising and promotion. 
5. Assists F&B Director in implementing effective controls of food, beverage and labor costs 

within catering, concessions & premium bar areas while maximizing food and beverage sales 
in all areas. 

6. Prepares food to specifications in a timely manner before and during operations. 
7. Properly measures and portions all food items. Complies with all portion sizes, quality 

standards, department rules, policies and procedures. 
8. Contributes to the preparation of annual budget and CIP requests.  Monitors and analyzes 

budget and inventory monthly and minimizes waste to control food costs. 

9. Utilizes kitchen equipment to prepare food items such as: knives, slicers, whips, pots, pans, 
warmers, steamers, grills, ovens, etc. 

10. Ensures proper food temperatures are maintained and food is stored correctly. 
11. Ensures freshness and quality of all menu items. 
12. Packages all products to proper specifications. 
13. Performs opening, closing and side work duties as instructed and according proper guidelines. 
14. Keeps workstation and equipment clean, organized, sanitized, and sufficiently stocked. 

15. Maintains positive relationships with supply, equipment, and service providers. 
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16. Carry out supervisory responsibilities in accordance with the organization’s policies and 
applicable laws; interview, hire, train and supervise employees including non-profit groups; 
assign and direct work and work locations; address complaints and resolve problems. 

17. Determine, develop, and implement policies, procedures and training to ensure food service 

sanitation standards meet or exceed all local, state and/or Federal guidelines at all times. 
18. Create and nurture an environment that emphasizes motivation, empowerment, teamwork, 

and a passion for providing quality F&B services, while being readily available & approachable 
for all team members. 

19. Uses waste control guidelines and records all waste on spoilage sheet. 
20. Performs other duties assigned. 

 
SUPERVISORY RESPONSIBILITIES  

Plans the activities of and schedules all food production and foodservice sanitation employees to 
maximize productivity while minimizing labor costs to achieve and improve upon budgetary guidelines. 
Hires, disciplines, and when necessary, recommends termination of food production and foodservice 
sanitation employees according to venue guidelines and policies. 
 
QUALIFICATIONS   
To perform this job successfully, an individual must be able to perform each essential duty with 

responsibility and satisfactorily. The requirements listed below are representative of the knowledge, 
skill, and/or ability required. Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions. 
 

EDUCATION and/or EXPERIENCE   
1. Bachelor’s Degree and/or minimum two years of formal culinary/quantity foodservice 

management training or commensurate experience; minimum two years of culinary 

preparation experience; minimum two years of culinary management experience in a similar 
high volume foodservice operation with similar duties and responsibilities 

2. If required by local and/or state regulations, must have or be able to obtain a food workers 
card, certification and/or licenses.  

3. Experience working in a fast-paced computer network environment utilizing Microsoft Word, 
Excel and booking soft-ware platforms. 

4. Knowledge of supervisory principles and practices. 
 
LANGUAGE SKILLS  

1. Ability to communicate effectively orally and electronically. 
2. Ability to read and comprehend instructions, correspondence, and memos.  

3. Ability to read, analyze, and interpret general business periodicals, professional journals, 
technical procedures, and government regulations. 

4. Ability to write reports, business correspondence, and procedure manuals. 
5. Ability to effectively present information in one-on-one and small group situations to 

customers, clients, and other employees of the organization. 
6. Ability to speak and understand English. 

 
MATHEMATICAL SKILLS  

1. Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, 

common fractions, and decimals. 
2. Ability to compute rate, ratio, and percent and to draw and interpret bar graphs. 
3. Ability to apply basic math and algebraic math skills for food production applications. 

 

REASONING ABILITY  
1. Ability to interpret a variety of technical instructions in mathematical or diagram form dealing 

with both abstract and concrete variables. Ability to apply common sense understanding to 
carry out instructions furnished in written, oral, or diagram form;  ability to remember 
previously learned material such as specifics, criteria, techniques, principles, and procedures ;  
ability to grasp and interpret the meaning of material;  ability to use learned material in new 
and concrete situations;  ability to break down material into its component parts so that its 
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organizational structure can be understood; ability to recognize casual relationships, 
disseminate between behavior mechanisms, and identify elements that are relevant to the 
validation of a judgment;  ability to put parts together to form a new whole or proposed set of 
operations; ability to relate ideas and formulate hypotheses;  ability to judge the value of 

material for a given purpose on the basis of consistency, logical accuracy, and comparison to 
standards; ability to appraise judgments involved in the selection of a course of action; ability 
to identify choices and potential outcomes, determine importance of outcomes, combine 
information to prioritize options and make decision based on best and most important choice.  
Ability to maintain a calm, composed presence in an often fast-paced environment where 
multiple tasks, events and stimulus may occur simultaneously. 

 

PHYSICAL DEMANDS 
The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job. Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions. 

1. While performing the duties of this job, the employee is regularly required to reach with hands 
and arms and talk or hear. 

2. The employee frequently is required to stand, walk, stoop, kneel, crouch, or crawl; use hands 
to finger, handle, or feel; and climb or balance. 

3. The employee is occasionally required to sit. 
4. The employee must frequently lift and/or move up to 50 pounds. 
5. Specific vision abilities required by this job include distance vision, color vision, peripheral 

vision, depth perception, and ability to adjust focus. 
 

WORK ENVIRONMENT 
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job. Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions. 

1. While performing the duties of this job, the employee is regularly exposed to moving 
mechanical parts. 

2. The employee is frequently exposed to high, precarious places; fumes or airborne particles; 

and vibration. 
3. The noise level in the work environment is usually loud. 

 
CONCLUSION 
The above statements are intended to describe the general nature and level of work being performed 
by the person assigned to this position.  This is not an-all inclusive list of responsibilities, duties, and 

skills required of personnel so classified.  Further, this job description is not intended to limit or in any 
way modify the right of any supervisor to assign, direct, and control the work of any employee under 
his/her supervision.  I understand that employment is at the will of the employer and either the 
employer or the employee may terminate the employment with or without cause at any time. 
 
I have read and understand this Job Description and confirm that I meet the minimum requirements 
and can perform the essential duties and responsibilities as listed herein. 

 

Employee 
Signature: 

       Date:       

 


