

	Competency Based Job Profile Band 5-8



CITY OF BRADFORD METROPOLITAN DISTRICT COUNCIL

JOB PROFILE 
	DEPARTMENT: Place
	SERVICE GROUP: Theatres

	POST TITLE: 
Assistant Manager - Kings Hall - Winter Garden – 37HRS PER WEEK
	REPORTS TO: 
Kings Hall – Winter Garden Manager

	GRADE: Band 8 

	SAP POSITION NUMBER:
50189642


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 have shared responsibility working with the Kings Hall/ Winter Garden Manager to maintain the efficient and effective functioning, management, promotion and development of the Kings Hall & Winter Garden, Bars, Events & Functions and to include Front of House associated services including the bookings.

· To co-manage the Kings Hall/ Winter Garden) facilities and the programme of theatrical events whilst taking the lead on catered functions in order to encourage maximum usage by the community. 

· To manage effectively the staff and resources of the Kings Hall & Winter Garden and have shared responsible for the assets & staff management (Bars & Catering/Events + Front of House).

· To work within agreed budgets to control costs and to assist in maximizing income from all sources, ensuring compliance with the Council's Standing Orders and Financial Procedures.


	Main Responsibilities of Post: 

	Strategic
· To work with the Kings Hall/ Winter Garden Manager to provide and develop a commercial service that achieves targets and works within agreed budgets.

· To be responsible for the development, maintenance and day to day running of bars, catering, functions, conferences, themed events, any other corporate business and Front of House operations in the Kings Hall/ Winter Garden
· To develop and improve the performance of both catering staff and FoH staff and prepare for expansion and maximise new revenue opportunities.

Day-to-Day

· To be co-responsible for the ordering of goods, completion of invoices for payment, ensuring that all financial and stock returns are completed timely and accurate. To ensure that all stock levels are at levels required for the business. 
· To be co- responsible for the stock on site, to include the ordering of foodstuffs and wet stock as and when required. 
· To review stock items on a regular basis. To control wet stock holding liaising with external stock takers.
· To ensure that the highest possible standards of customer service are maintained at all times.
· To be responsibility for the recruitment, selection, training, and management of staff.
· To be responsible for the handling of cash with making up of floats, checking takings, banking of cash, credit card transactions and to be responsible for the cash on site.

· To deal with customer queries, client requests and complaints, referring matters to the Kings Hall/ Winter Garden manager where appropriate. 
· To liaise with clients and customers to ensure customer/client satisfaction in all aspects of service provision.

· To be a designated key holder and have responsibility for locking / unlocking the venue when on shift

· To work on a rota/shift basis covering all productions and events at the Kings Hall/ Winter Garden and if required to work at the city centre venues with prior arrangement
· To work and help manage the organization of set up’s and clearances for events, shows, functions and other community uses.
· To liaise and work with other departments within Bradford Theatres and Bradford Council to maximise the efficient running, sales and operations of Kings Hall/ Winter Garden.  
Procedural

· To ensure that all relevant current policies, procedures, codes of practice, legislation and licences are adhered to (e.g. all relevant Bradford Council’s Policies, Procedures, Codes of Practice, and Financial Regulations; the Food Safety Act; Sale of Goods Act; Working Time Regulations; Health & Safety at Work Act; Theatres Act 1968; Miscellaneous Provisions Act 1982; the Disability Discrimination Act; the Licensing Justices regulations etc.) To be responsible for the review of policies and procedures, ensuring up-to-date compliance. To act as Licensee as required.

· To ensure the monitoring of Targets, Performance Indicators, Working Practices, Service Standards, Codes of Practice etc.  

· To ensure the safety of the public and staff, and security of the building. To contribute to the Theatres Health & Safety Committee. To be responsible for all relevant Health & Safety and Hygiene matters, including C.O.S.H.H., H.A.C.C.P., Fire and Evacuation procedures, Risk Assessments and other appropriate legislation.


	Structure:









	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 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

	X

	Able to understand and apply relevant specialist knowledge and skills within a bars and catering industry setting
	X

	Plans work schedules’ for contracted and casual staff taking into account Health &Safety issues and reflecting the demands of the business at all sites
	X

	Able to work in a cost effective way to meet both income and expenditure targets within the department
	

	The ability to consider wide ranging alternative solutions to problem solving, that may include  ‘left field’ solutions
	X

	Able to understand, interpret and apply relevant legislation (e.g. all relevant Bradford Council Policies, Procedures, Codes of Practice, and Financial Regulations; the Food Safety Act; Sale of Goods Act; Working Time Regulations; Health & Safety at Work Act; Theatres Act 1968; Miscellaneous Provisions Act 1982

	X

	To have effectively handled cash eg making up of floats, checking takings, banking of substantial cash and all credit card transactions and to have been responsible for the cash on site
	X

	To have been responsible for the appropriate ordering of goods, completion of invoices for payment and ensured that all financial and stock returns are completed in a timely and accurate manner 
	X

	To exercise responsibility for ensuring that all stock levels are maintained at levels required for the business including responsibility for the stock on site, the ordering of foodstuffs and wet stock as and when required, reviewing stock items on a regular basis, controlling wet stock holding through liaising with external stock takers and monitoring and minimising wastage
	X

	Must be able to work weekends, evenings and bank holidays as required by the needs of the service for the Catering or House Management team
	X

	Good knowledge of Customer Service and be able to lead and motive other staff in a Customer led environment
	X

	To have relevant knowledge and experience of running a smooth and organized catering led event, of 200+ guests. While keeping the highest level of service standards at all times. 
	X


	Relevant experience requirement: Will be used for shortlisting

	At least 2 years experience and hands on knowledge of delivery of events & functions operations to include planning and costings (GP knowledge)

	Knowledge of running or working in a medium size restaurant or a large entertainment facility with function and banquet experience of up to 230 covers

	Knowledge of cellar management and stock control 
First Aid qualification (Desirable – and needs to attain within 6 months if not got the qualification)

	Relevant professional qualifications requirement: Will be used for shortlisting

	Food safety hygiene level 1 or 2 (needs to attain level 3 within 6 months)
Personal license holder (desirable)

	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. 
Able to work Monday to Sunday on a shift pattern including Bank Holidays and evenings


	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: October 2024
	Grade Assessment Date:


	Post Grade:

Band 8


KINGS HALL 


WINTER GARDEN 


MANAGER





TECHNICAL OFFICE 37HRS + CASUAL TECH TEAM





ASSISTANT KINGS HALL & WINTER GARDEN MANAGER





DAY STAFF


X 1


37 HRS





CASUAL BARS & CATERING STAFF + CASUAL FOH STAFF
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