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CITY OF BRADFORD METROPOLITAN DISTRICT COUNCIL

JOB PROFILE 
	DEPARTMENT:  Place
	SERVICE GROUP: Theatres

	POST TITLE:  Food & Beverages Manager
	REPORTS TO: Operations Manager

	GRADE: PO1/ 2 
	SAP POSITION NUMBER : 50160838


The following information is furnished to help Council staff and those people considering joining the City of Bradford Metropolitan District Council to understand and appreciate the general work content of their post and the role they are to play in the organisation.  The duties and responsibilities highlighted in this Job Profile are indicative and may vary over time.  Post holders are expected to undertake other duties and responsibilities relevant to the nature, level and scope of the post and the grade has been established on this basis.
As a candidate you will be expected to demonstrate your ability to meet the special knowledge, experience and qualifications required for the role by providing evidence in the application form for the purpose of shortlisting. Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column of this section.

The employee competencies are the minimum standard of behaviour expected by the Council of all its employees and the management competencies outlined are those relevant for a post operating at this level within our organisation. 

Both sets of competencies will be used at interview stage and will not be used for short listing purposes.  
	Key Purpose of Post: 

	· To manage the Food & Beverage services at The Alhambra Theatre, Alhambra Studio, St. George’s Concert Hall, & the King’s Hall Ilkley.  (Total income around £1.1 million
· To effectively and efficiently manage to the required standard all catering services to ensure progressive, innovative and profitable Bars, Catering and Functions Service which reflects the Venues, Shows / Events and Audiences of Bradford Theatres
· To have sole responsibility for Budgets, ensuring that income targets are achieved, keeping within expenditure budgets on wages, stocks and to achieve GP’ targets on all wet and dry catering.
· The post holder will be well presented, an inspirational leader have a front of house presence with exceptional organisational and interpersonal skills. With the relevant and appropriate experience in delivering high end hospitality, able to generate significant increases in sales whilst achieving budget targets.
· To develop the service responding to customer needs. To analyse and respond to  market competition whilst  exceeding customer expectations



	Main Responsibilities of Post: 

	· To report to the Operations Manager in leading the Bars, Food & Beverage Department, providing a commercial and profitable Service across multiple sites.

· To increase Sales and Profitability whilst controlling costs and increase business to existing and potential customers through creative Marketing and Promotional activities. Identify new customers & identify and build relationships with non users of the service
· To develop the use of front of house areas of the theatre during periods of ‘no show’ times

· To provide professional and effective Leadership, Management, Motivation and Development to a team of Managers, Duty Managers, Supervisors, Chefs and Kitchen Staff and  casual employees

· To work with the Operations Manager  and Senior House Manager in providing seamless, ‘joined up’ Customer Experience Policies between all Frontline Services within the Operations Department

· Developing the income earning potential of all the commercial aspects of the bars & catering services of the Theatres’ operations and to be responsible for delivering on financial, service, qualitative and quantitative performance targets within the Bars & Catering service. 

· Develop  income streams to support & enhance the core catering services  ( for example - Functions, Events, Weddings, Corporate Hospitality, dinner events across the four sites)

· To prepare reports and make presentations to both the General Manager and Operations Manager, meeting on a regular basis with the Performance Manager to in depth monitor and forecast income and expenditure
· To ensure compliance with Council Standing Orders, Financial Regulations, Codes of Conduct and Departmental policies and procedures within the Bars & Catering department and Bradford Theatres
· Ensure that the highest possible standards of Product and Customer Service are maintained at all times.
· To be able to both cost and create menus,   function costings, staffing and delivery of service to internal and external clients for the four sites.
· Ensure that all managers reporting into this post are knowledgeable and professional in their approach to the job, ensuring staff training is carried out at all levels as this is paramount in our service delivery.
· To act as one of the personal licence holders to enable the venues to operate licensed bars.

· To ensure direct provision of management development and welfare of managers through planning allocation and evaluation of work through the Councils appraisal scheme
· To follow up training needs to ensure that roles are carried out effectively, to ensure that training objectives are achieved for the betterment of both staff and service delivery
· To develop and lead with training programmes to ensure all department staff are knowledgeable in their field of expertise, work professionally at all times and are customer focused.

· To carry out any other duties consistent with the grade and level of responsibility of the post as required by the post holders line manager and General Manager


	Structure:
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	Special Knowledge Requirement: Essential for shortlisting. 


	Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column

	
	Essential

	Has effectively carried out a variety of specialist professional and general managerial responsibilities, with considerable applied knowledge of the provision of bars and catering to a large number of customers on a daily basis throughout the year across a number of sites
	x

	Has successfully operated bars and catering services in a local authority environment or the public sector and is able to give commercial advice to more senior  managers
	x

	Understands and has successfully applied relevant polices and procedures within the food and service industry
	x

	Has planned own work and the work loads for other staff taking into account H&S and environmental polices, whilst identifying and minimising business risk in the bars and catering service 
	x

	Has used information from computerised financial systems to control costs, to identify and recommend appropriate corrective actions promptly. 

	x

	Analyses and presents statistical information to senior managers in relation to all wet and dry income and expenditure across the service area.
	

	Ensures that departmental priorities and objectives link in with  theatres priorities & aims
	

	Is proactive in addressing & dealing with underperformance both financially and within the workforce, is able to put measures in place to rectify under performance 
	x

	Provides detailed work programmes and schedules for other managers and will put in place development initiatives for staff improvement and appraisals for the department, including comprehensive training programmes for all staff
	x

	Develops and works within processes to continually improve results across bars and catering environments. 
	


	Relevant experience requirement: Essential for shortlisting


	A minimum of 4 years at a senior operational (management) level within a functions, events and bars and catering environment for example a hotel, conference centre,  multi use entertainment facility with at least two years experience of budgetary control and using budget monitoring systems. Demonstrated through a substantial itemised work history


	Relevant professional qualifications requirement: Essential for shortlisting


	4 G.C.S.E’s (Grade A-C) to include English and Maths 4 or equivalent eg NVQ 2 in Business Admin . 

NVQ 3 or equivalent qualification in operational management of bars and catering, however formal qualifications are not required if the applicant can prove comparable ability through substantial itemised work history
HABC level 2 or 3 in food safety hygiene


	Core Employee competencies at manager level to be used at the interview stage. 



	Carries Out Performance Management – covers the employees capacity to manage
 their workload and carry out a number of specific tasks accurately to a high standard. 

	Communicates Effectively - covers a range of spoken and written communication skills required as a regular feature of the job. It includes exchanging information/building relationships, giving advice and guidance, counselling, negotiating and persuading and handling private, confidential and sensitive information. 

	Carries Out Effective Decision Making - covers a range of thinking skills required for taking initiative and independent actions within the scope of the job.  It includes planning and organising, self effectiveness and any requirements to quality check work.

	Undertakes Structured Problem Solving Activity - covers a range of analytical skills required for gathering, collating and analysing the facts needed to solve problems. It includes creative and critical thinking, developing practical solutions, applying problem solving strategies and managing interpersonal relationships. 

	Operates with Dignity and Respect - covers treating everyone with respect and dignity, maintains impartiality/fairness with all people, is aware of the barriers people face.  


	Management Competencies: to be used at the interview stage. 


	Operates with Strategic Awareness Our managers work with corporate priorities and policies in a joined up way with others, internally and externally. Works democratically, transparently and accountably.

	Practices Appropriate Leadership Our managers motivate their staff to exceed expectations through raising their awareness of goals and moving them beyond self interest for the sake of the team or service. They consider serving the District in all that they do.

	Delivering Successful Performance Our managers monitor performance of services, teams & individuals against targets & celebrate great performance. They promote the District’s vision & work to achieve Council’s values & agreed outcomes.

	Applying Project and Programme Management Our manager’s work to ensure that outcomes and objectives are achieved within desired timescales, make best use of resources and take a positive approach to contingency planning.

	Developing High Performing People and Teams Our managers coach individuals and teams to achieve their potential and take responsibility for continuous improvement. They champion the Council’s values and goals.



	Working Conditions: 

 

	To work a flexible working pattern Monday to Sunday at multi-sites when required, evenings, weekends and Bank Holidays to meet the needs of the business.  To cover operational shifts as and when required due to levels of business, sickness and annual leave. 
Must be able to perform all duties and tasks with reasonable adjustment, where appropriate, in accordance with the Equality Act 2010 in relation to Disability Provisions
.  

	

	Special Conditions: 

	You will outline here if there is a requirement for the post to have recruitment checks 

such as DBS, Warner Process.

	Compiled by:

Mark Davies
Date: April 2018

	Grade Assessment Date:

	Post Grade:
PO1 - 2


OPERATIONS MANAGER





Food & Beverages Manager





Assistant Bars & Catering Manager


X 4





Contracted supervisors + cellar supervisor + casual staff approximately 60
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