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Why work harder when you can work smarter?

Use this guide to learn how to manage and organize

your tasks for faster performance. 

Task planning is boring for most people. But taking the time to have an effective and efficient plan is one of
the best ways to boost performance in a restaurant. I'm sure we have all had a manager say to us  "Full
hands in, full hands out" or a myriad of other phrases.  But we can also use the same philosophy when it
comes to our energy levels and injury prevention.  Follow this guide to break down how to to create an
effective task management plan. From there you will have the skills to become a high performing machine in
the restaurant. 
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TASK MANAGEMENT: VARIATIONS ON A THEME
Task management boils down to one thing at the end of the day. How to breakdown
tasks in a way that prioritizes important tasks while also maintaining efficiency.
How we do this is where the magic can happen. Follow these three ways of
manageing your tasks in a restaurant and you will  be an organized team lead. 

Schedule
 
Scheduling is going to effect you
more as you move into higher
responsibility in the restaurant. If
you over-see multiple team
members, scheduling is going to
become even more important. 
 
Do you have specific tasks that
needs to happen each
day/week/month in the
restaurant? Of course we do.
These tasks may take priority
around other duties since they
may support many other frequent
tasks. Build a schedule that will
make it possible to get these
tasks done in an effective manner. 
 
An example of this is refilling
pepper mills for the dining room. It
usually is forgotten until it is empty
in the middle of service. Schedule
the refilling of the pepper mills to
every Monday and you will never
have to waste time filling one in
the middle of service again. 
 
As an employee you can schedule
specific tasks you need to get
done for your workday. Look
scheduling a monthly tool check
where you can make sure
notepads, pens, and any other
tools are in working order. Then
you won't be caught off guard by a
pen dying or damaged uniform in
the middle of the shift. 

 
 

 
 

 
 

Adaptability
 

The best laid plans just never
seem to go how we want them
too. The last part of building your
task management is to look at
adaptability.
 
People who can adapt to what is
happening around them are going
to last monger in the chaotic
workplaces restaurants can be.
We can look at this in reference to
our fatigue and our efficiency.
 
The key to preventing fatigue is to
create a strong body and mind
that can adapt to the conditions it
is placed under. Remember those
tasks that you scheduled and
prioritized because they were
harder to do. If you can become
stronger (through exercise) then
they will not be as difficult and
become a simple task to
complete. Your strength creates a
direct effect on the adaptability
you can have. 
 
At work to be adaptable is to be
efficient. Quite often service
doesn't go to plan. But if we know
how to categorize tasks we can
then move them around
according to the requirements in
front of us. But we can only adapt
if we understand and can
prioritize those tasks effectively 
 
 

Prioritize
 
What are the most important tasks
you need to get completed in your
workday? And I want to go deeper
than just serve the guests and
make the food. 
 
If you want to prevent fatigue in
your workday, you can base your
tasks around the heaviest work to
the lightest. This is going to
reduce your chances of injury
when lifting or moving heavy
objects and the rest of your
workday will seem easy by
comparison. 
 
If we want to become more
efficient in our workday we need
to know what are priorities and
what is lower on the list. 
 
Let's take food service as an
example. If you work as a server,
have you ever broken down the
tasks that are required to serve
the guests? Take time to write
that out and then define the
priority of each task. This can be
crucial in understanding how the
guest moves through their time in
the restaurant and where
efficiencies can be found.  
 
Once you have your tasks
prioritized efficiencies will start to
become visible to you. 
 
 


