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AMBASSADE DE FRANCE EN NORVÈGE 

 

JOB DESCRIPTION 

Job Title:                                       Residence Manager - Chef  

Type of position:                           Local staff 

Service:                                         Residence of the Ambassador 

Superior:                                       Head of mission 

Full-time job - Flexible hours based on 37,5 h/week 

Gross monthly salary: 37.623Nok 

 

DESCRIPTION 

- management of resources and logistics of the Residence de France: buying of products, 

contacts with suppliers, supervision of renovation and similar projects, inventory management, 

supervision and management of the work schedules of the Résidence staff; 

- preparation of meals in accordance with the procedures, hygiene and safety regulations, as 

well as the rules and regulations of the Residence ; 

- being responsible for the maintenance and the overall running of the Résidence. 

 

MAIN ACTIVITIES 

Under the authority of the Head of Mission, the Deputy Head of Mission and the General 

Secretary of the embassy: 

 

1/ manage the team of the Residence de France (2 maids, 1 gardener, 1 driver): distribute tasks to 

the team, keep daily supervision, ensure training as well as respect of good practices; 

2/ organize receptions and events at the Residence of France and occasionally at the embassy: 

- plan and manage practical needs (development of high-quality menus, cleaning and storage of 

the kitchen), being responsible for the management, including financial affairs, when organizing 

official events such as receptions, breakfasts, lunches and dinners, cocktails, buffets, the "Goût de 

France" dinner, the National Day reception, and the daily meals of the Head of Mission; 

- follow protocol (in coordination with the social secretary) and ensure the smooth running of the 

events; 

- organize the accommodation and reception of guests; 

- control quality of the production process and its compliance with hygiene and food safety 

standards; 

3/ monitoring of the resources of the Residence de France and optimize their allocation according 

to the needs: 

- resource management: planning, managing the supplies, ensure good management of food stocks 

in the kitchen (supplies, monitoring of product expiration dates, storage organization), inventory 

management, monitoring and control (furniture, tableware, works of art - INCA and RODIN 

softwares); 

- supervision of the cellar of the Residence de France; 

- staying updated on the best performing suppliers and setting up agreements in order to optimize 

the relationship; 

- anticipating technical needs and management of first level maintenance work: check and ensure 

the good condition of the Residence de France, supervise improvement work; 

- supervise service providers working at the Residence de France (rat and insect control, 
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maintenance of boilers and heating structures); 

- coordination of the overall running of the residence and of the gardening, both at the Residence 

and at the Embassy; 

- ensure compliance with health and safety standards; 

4 / budget planning and monitoring (in coordination with the General Secretary): 

- monitoring expenses and the accounting for the Résidence, implementation of tables; 

- valuation of buildings (APIE agreements); 

- search for sponsors (July 14th, etc.) 

 

For the Embassy: 

- supervise technical services and maintenance (maintenance of green spaces, rat and insect 

control, maintenance of boilers and heating structures); 

- assist and supervise, as necessary, the action of the administrative service in the following fields: 

contact with suppliers, follow-up and control of the works related to routine and building 

maintenance (real estate and/or security works), maintenance of the outside of the embassy 

building. 

 

REQUIRED SKILLS 

KNOW-HOW KNOWLEDGE PERSONAL 

QUALITIES 

Lead and manage a team 

Good interpersonal skills 

Adaptability and 

responsiveness 

Excellent organizational 

skills 

Good understanding of 

business matters 

(negotiations with suppliers) 

Professional knowledge related to 

the job (experience in the field of 

French, local and international 

cuisine) 

Good knowledge in technical 

regulation, budget and accounting  

Excellent knowledge of food 

hygiene rules and safety standards 

Administrative management of the 

personnel 

Basic IT skills and computer 

knowledge 

High availability 

Excellent presentation 

Discretion 

Honesty 

Punctuality 

Accuracy 

Good stress management 

Patience 

Authority 

   
 

SPECIFIC CONSTRAINTS (shift and change of working hours, etc.) 

High availability required as shifts in working hours occur on a regular basis 

Daily working hours might be long depending on the requirements 

Vacations and leaves in accordance with the absences of the Head of Mission 

Required languages: fluent English and French required; fluent Norwegian desired 

 

PROFESSIONAL SKILLS REQUIRED 

- degree in hotel management or catering; 

- professional experience (previous similar functions in a foreign representation or in a high-

standing institution is an asset). 
 

The missions and responsibilities defined in this job description are neither exhaustive nor definitive and may be 

modified according to the organizational changes of the Embassy. 

 


