

	Competency Based Job Profile Band 5-8



CITY OF BRADFORD METROPOLITAN DISTRICT COUNCIL

JOB PROFILE 
	DEPARTMENT: Dept. of Place
	SERVICE GROUP: Theatres

	POST TITLE: CATERING SALES & ADMINISTRATIVE OFFICER
	REPORTS TO: Commercial & Catering Services Manager

	GRADE: Employee Band 5
SCP 13-17

30 hours (Monday to Friday)
	SAP POSITION NUMBER : 11005519


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 lead in the administrative function of Bradford Theatres Catering Services Department, including liaising with Corporate Clients, guests of the theatre, and members of the public
· To undertake administrative duties, clerical, sales & financial support, sometimes of a confidential nature, for the Catering Management Team.

· To provide a helpful and courteous information and enquiry service, both face to face, by e-mail and telephone to members of the public, visiting artistes, potential corporate customers and users of Bradford Theatres

	Main Responsibilities of Post: Max 15 Bullet points

	· To work with the Catering Management Team to enable the department in providing a commercially viable service for all food and beverage service points for Bradford Theatres venues.

· A key role of the post is to promote and deliver the highest possible standards of customer service in respect of negotiating with customers, their function requirements and upselling catering packages when and where appropriate.
· To produce confirmation of service, including pricing, production of invoices internal, preparation of coding and providing appropriate information to the Catering Management Team and Finance Accounts
· To liaise with the Catering Management Team and Chefs in relation to the requirements of every confirmation of service for functions and events.
· To provide typing and general clerical support to the Catering Management Team to include confidential reports and taking minutes of meetings.

· To produce and circulate a weekly function check list for the Catering Management Team and other members of Bradford Theatres organisation to ensure the smooth running of functions and events.

· To input monitor and prepare budgetary information for the head of the department.

·  Use own judgement when dealing with customers to maximise GP and costs, thus always working towards increasing profitability within guidelines (upselling)
· To offer an initial and consistent point of contact for all hospitality special events, offering direction in customer requirements on a bespoke basis in conjunction with the Catering Management Team.  

· To liaise with Laidler companies at Managing Director and Personal Assistants level for their catering requirements.

· To take a key role for the Stock takers visits by collating information (high priority and key element of role).
· Routine decisions relating to the day to day running of the department, as delegated by the Catering Management Team, within agreed policies, standard procedures and standing orders.  A large degree of working on his / her own initiative is required.
· To input financial information into the councils SAP system to enable payments to be made to both internal and external organisations / service areas i.e. invoices–external or journals-internal.  To use SAP system to answer enquires and raises credit notes for invoices.  Creating Purchase requisitions, authorise, purchase and receipting SAP orders.

· To work closely with the Commercial & Catering Services Manager and complete any requests to the required standard.



	Structure:


[image: image1]


	Special Knowledge Requirement. Will be used for shortlisting.   

	
	Essential

	Due to the Governments Fluency in English Duty for posts where employees speak directly to members of the public the post holder is required to meet either the Lower threshold level – where the person is able to demonstrate that they can during the interview: 

a) Use a wide range of simple words and a standard English sentence structure to express much of what they want to. 

b) Maintain a conversational flow even though they pause to think of the correct words or sentence structure in order to express themselves. 

or the Advanced threshold level (which will be implemented where the post requires a greater level of sensitive interaction with the public e.g. in children’s centres) – where the person is able to demonstrate that they can during the interview: 

a) Can express themselves fluently and spontaneously , almost effortlessly 

b) Only the requirement to explain difficult concepts simply hinders a natural smooth flow of language 
	YES

	Uses a range of complex IT packages relating to area of work (Spectrix  Box office system {training will be given} word, PowerPoint, Excel, SAP,  ESS. 
	YES

	Ability to adopt a process of continual improvement and suggest ways of

working more efficient and effectively to improve service delivery.
	YES

	Knows and understands how to use, interpret, handle and communicate

Information (of a commercially sensitive nature) to the relevant officers and managers within Bars & Catering and other internal departments.
	YES

	Carries out a variety of complex financial and statistical tasks in relation to information gathering and decimation to ensure the commercial viability of the department is maintained.
	YES

	Plans own work schedule and is key to prioritising ones own work and dealing with the requests of departmental managers within Bars and Catering specified and agreed timeframes.
	YES

	Identifies and discusses relevant job related issues with departmental managers should the need arise for a clear and precise decision.
	

	Able to communicate effectively, politely and with sensitivity (and confidentiality when required) with members of the public, visiting artists, managers both internal and external within the authority. 
	YES

	Speaks and writes in plain English with the ability to explain complex financial and food & beverage related  information to clients (internal / external).
	YES

	Produces reports, documents in both word and excel formats on the financial and performance of the Bars & catering department to senior managers as and when required (daily, weekly, monthly).
	YES

	Must produce work to a high and correct standard given the importance of the information and statistical detail that is circulated to departmental managers, clients, customers and visiting artists.
	YES

	Relevant experience requirement: Will be used for shortlisting

	12 months working in an administrative/clerical busy office environment providing direct support to a department and the managers and staff within that department

	Needs to demonstrate an understanding of time management, prioritisation of work and work delivered to a high standard at all times

	Ideally the candidate has worked in a small to medium scale catering functions facility (covers 50 to 200) has knowledge and experience of how events, functions and hospitality - Restaurant operates on a service level

	Relevant professional qualifications requirement: Will be used for shortlisting

	Food safety & Hygiene Level 3 must be attained within 6 months of the post holder commencement date

	Core Employee competencies to be used at the interview stage. 

	Carries Out Performance Management

	Covers the employee’s capacity to manage their workload and carry out a number of specific tasks accurately and 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 promoting equality, treating all people fairly and with dignity and respect, maintains impartiality/fairness with all people, is aware of the barriers people face. 

	Working Conditions: 

	 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 be informed if there is a requirement for the post to have recruitment checks 

such as DBS, Warner Process.

	

	Compiled by: 
Mark Davies

Date: 31/1/17
	Grade Assessment Date:


	Post Grade:
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