

	Competency Based Job Profile Band 1 - 4



CITY OF BRADFORD METROPOLITAN DISTRICT COUNCIL

JOB PROFILE 
	DEPARTMENT: Environment & Sport
	SERVICE GROUP: Bradford Theatres

	POST TITLE: Cellar Supervisor
	REPORTS TO: Assistant Bars & Catering Manager

	GRADE: Band 4 (10-12)
	SAP POSITION NUMBER : 11050117


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 within the parameters of the job requirement in the day to day running of the cellar and bars for all Bradford Theatres venues in addition to the kitchens and eateries as and when required.
· To have specialised working knowledge and experience of stock control over all bars and cellars across each venue to enable Bradford Theatres to have clarity on any stock control issues and be able to run an effective business. 

· To ensure all areas of the bar and cellar are maintained to the highest standards of cleanliness as well as safety, to work within the guidelines set down by the catering management team and adhere to legislation, policies and procedures set out by the council.


	Main Responsibilities of Post: 

	1. Ensure there is commitment to carry out duties in the best interest of Bradford Theatres, their customers, sponsors, visiting artistes and any other users, adopting the highest standards of customer service.
2. Must be able to work evenings, weekends and bank holidays as required by the needs of the business.
3. To conduct weekly Monday morning cellar stock counts to be circulated to the management team in a timely fashion. To investigate and report on any discrepancies.

4. To prepare orders for the bars and cellar based on the business needs, on a weekly basis with the catering managers, checking on special events and pre orders for the Alhambra, Restaurant 1914, St Georges Concert Hall and Kings Hall when required. 
5. Accept deliveries of all bar and kitchen related products, checking that they are correct and stored appropriately.
6. To ensure that, at all units, the cellar and bars are kept clean, tidy and safe at all times. To ensure all ancillary equipment is cleaned regularly. To liaise with any suppliers, contractors or external companies that are responsible for supply of stock, cellar equipment or any other relevant goods or services.
7. To ensure all fridges are correctly stocked in regular order and in date order rotating where necessary, ensure fridges are clean and well lit. To ensure all stock items are correctly signed out of the cellar.
8. To ensure cellar walls and floors are kept clean and free from spillage. Remove obstructions and ensure gas and barrels are stored safely. Ensure the cellar is always kept secure. To empty skips and keep them clean, ensure recycling skips are emptied and cleaned, restock all bars with wines spirits juices and bottle beers and ensure all ancillary items are available including crisps.
9. To ensure barrels area kept fresh and in date order. Any movements between units to be documented.
10. To monitor, record and explain to managers should any wastage arise.
11. To ensure stock is always available for shows and functions. To assist with set up of any bar promotions.
12. To ensure all broken glass is removed from the bars.
13. To take responsibility for the cellar and ensure that all cellar procedures are carried out correctly, both by contracted and non-contracted staff.

14. To ensure the bars and catering administrative assistant is supplied with all invoices and delivery notes in good time for the monthly stock takes. Inform stock takers about transfer and line cleans. To facilitate the monthly stock takes including helping with the count and answering any queries.

15. Required to carry out duties assigned by a manager that falls out of the job profile according to the needs of the business as long as these are reasonable requests.


	Structure :
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	Special Knowledge Requirement. Will be used for shortlisting. 

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

	
	Essential 

	Required to understand and apply relevant technical knowledge, rules, processes and systems for the Cellar Supervisors role. 
	X

	Uses basic awareness of Health, Safety and Environment, including Risk Analysis, food hygiene and liquor laws. 
	X

	Operates tools and equipment including basic use of ICT relevant to the Cellar Supervisors area of work.
	X

	Ability to adopt a process of continual improvement and suggest ways of working more efficiently and effectively.
	X

	Need to work independently and show good time management skills and practices.
	X

	Need to have a good knowledge of cellar management and stock control system such as stock counts.
	X

	Good Communication and planning skills.

	X

	Relevant experience requirement: Will be used for shortlisting.


	1 years Experience in Cellar Management or working in a cellar environment.

	1 years Experience in a bars and catering environment.

	

	Relevant professional qualifications requirement.  Will be used for shortlisting. 


	Knowledge of basic food hygiene – desirable not essential as training will be given.

	Knowledge of manual handling – desirable not essential as training will be given.

	Cellar Management Certificate – desirable not essential as training will be given.

	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:

Chris Peel
Date: 27th July 2016
	Grade Assessment 

Date:
	Post Grade:




Commercial and Catering Services Manager





Assistant Bars & Catering Manager x4





Contracted Supervisor





Casual Staff





Cellar Supervisor
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