Gravesham Borough Council 
	Directorate: 
	Communities and Inclusive Growth

	
	

	Department:
	The Woodville

	
	

	Post Title:
	Deputy Venue & Operations Manager

	
	

	Grade:
	SO2

	
	

	Hours
	37

	
	

	Responsible to:
	Venue Manager




Job Description

This job description is intended as a working document only, giving a guideline to the major tasks to be performed.  It is anticipated that the post will develop as working practices change in order to meet the demands of the service, new legislation or policies of the council.  It is expected the post holder will contribute to and assist in the development of such changes.

Reporting to the Venue Manager, you will oversee the day-to-day operation of Woodville, including Front of House and Catering departments. The role involves line management of the Front of House Senior and Food & Beverage Supervisor, as well as responsibility for supervising casual staff.

You will deputise for the Venue Manager when required, making sound business-led decisions, chairing operational meetings, and producing accurate meeting minutes.

The position requires a minimum commitment of two duty management shifts per week.

The role requires flexibility in regard to duties and working hours as the theatre operates across 7 days, in accordance with its programme and includes evenings and bank holidays

Job summary

All staff are expected to work for the common good of the business and must always ensure excellent service and delivery. 


Main responsibilities 

· As Deputy Manager, you will be required to support the Venue Manager, taking responsibility for the safe and efficient operation of the venue.
· To chair weekly operations meetings when the Venue Manager is away.
· To ensure full compliance with all relevant legislation, licensing requirements, and local authority regulations, including health and safety for staff, artists, and audiences. 
· To support the planning and delivery of appropriate staffing levels and structures to meet operational and event requirements.
· To assist in the development and growth of the Woodville’s private hire and commercial functions, including finding ways to boost secondary spend.
· To support, train, and develop staff as appropriate, including undertaking all training relevant to the role.
· Line manage the Food & Beverage Supervisor and Front of House Senior.
· To undertake any other reasonable duties appropriate to the grade.
· To work flexibly, including evenings, weekends, and bank holidays, in line with business needs, with time off in lieu or overtime paid at the basic rate where approved.



General

To carry out such other duties as may be required of you, commensurate with the grade and level of responsibility, as directed by management.

To participate as required in the Council’s Emergency Planning Operations which may involve duties outside the post holder’s normal job description and contracted hours.  In the event that an incident has occurred which disrupts the council’s ability to deliver it’s critical functions, the post holder will be expected to participate in the recovery stage which may include undertaking duties within the post holder’s competencies in other departments and/or at other locations.

A commitment and contribution to the Council’s Equal Opportunities Policy is an essential requirement of the post.

The post holder will carry out all duties and activities having regard to the provisions of the Health and Safety at Work Act 1974, and in accordance with any instructions from senior members of staff under that Act or any Council or Departmental Codes of Practice or Procedures.

The post holder must ensure that data quality and integrity is maintained and that data is processed in accordance with council policy, the Data Protection Act, the Freedom of Information Act and other legislation

The post holder will comply with Statute and Council Policy in all respects.

An awareness and commitment to section 17 which places a statutory duty on police and local authorities to work in partnership to reduce crime and promote community safety. It is also required that community safety is to be a thread running through all functions of the LA

A commitment to excellent customer service and the values of the Council.

PERSON SPECIFICATION

	Characteristic
	Specification

	
	ESSENTIAL
	DESIRABLE

	SKILLS/ABILITIES
(Specific skills and abilities required to undertake the duties)
	· Excellent written, verbal and interpersonal communication skills required for dealing with staff, colleagues and customers
· Proven ability to make decisions
· Excellent IT Skills
	

	KNOWLEDGE
(Particular knowledge which will be necessary to perform the work effectively, e.g. of specific legislation or regulations)
	· Knowledge of the live events industry
· Knowledge of policies, processes and effective working practices
· Health and safety in the workplace and of managing publicly accessible venue spaces
· Licensing Policies
	

	QUALIFICATION TRAINING
(Educational/vocational qualifications and other training)
Verification will be required
	· Personal License Holder (or ability to obtain one)
	· First Aid Qualification
· SIA License
· Level 3 in Food Safety

	EXPERIENCE
(Level and type of previous experience)
	· Proven experience of working in a similar role with direct staff supervision
	

	QUALITIES
(Particular qualities necessary to carry out the works, e.g. ability to work under pressure or work co-operatively in a team)
	· Professional approach to colleagues, team members and members of the public.
· Resilience and ability to work under pressure.
· Forward thinking approach and desire to make a difference
	

	SPECIAL CONDITIONS
(e.g. willingness to work unsocial hours or wear  a uniform)
	· Flexible working hours as required by the business which may include unsociable hours, evenings, weekends and some bank holidays
	




