Gravesham Borough Council 
	Directorate:
	Communities

	
	

	Department:
	The Woodville

	
	

	Post Title:
	Casual F & B Assistant

	
	

	Grade:
	CWOOD

	
	

	Hours
	Casual

	
	

	Responsible to:
	F & B Supervisor


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.
Job summary
Working as part of a team working within the theatre environment providing a quality service to members of the public and staff; ranging from daily event service to evening and weekend events.

Main responsibilities 
To have a flexible approach to the requirements of the job, including:

· Operating and serving the F&B areas including the Spotlites Café and Kent Room Bar,

· Promoting and selling merchandise and confectionery,
· Excellent communication skills and a calm, confident disposition,
· Meet and Greet at front of the venue,

· Assisting within the venue with seating and safety of customers,

· Venue clean up after event.

To be flexible in the tasks and duties required, as well as working hours to suit the needs of the business, deliver duties professionally and courteously, increasing the profile of the required sections and providing an excellent service to all customers.

To undertake all training and development programmes provided.

The post holder will be required to undertake some areas of strenuous activity including lifting and handling of heavy stock items and movement of some theatre furniture including setting up/cleaning away tables and chairs.

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 instruction from senior members of staff under that Act, or any Council or Departmental Codes of Practice or Procedures.

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

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

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 council.
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.

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)
	Good confident communication skills.

	

	KNOWLEDGE

(Particular knowledge which will be necessary to perform the work effectively, e.g. of specific legislation or regulations)
	Knowledge of customer service is essential.
	

	QUALIFICATION TRAINING
(Educational/vocational qualifications and other training)

Verification will be required
	Training is provided where necessary.
	Level 2 in Food Hygiene
Personal License Holder

	EXPERIENCE

(Level and type of previous experience)
	Previous experience in a bar environment preferred but not essential.
	

	QUALITIES

(Particular qualities necessary to carry out the works, e.g. ability to work under pressure or work co-operatively in a team)
	Ability to work quickly and under pressure.
Adaptable to different scenarios as they arise.

Flexible attitude to work.

Able to work effectively on own but also a good team player.

Excellent attendance record and timekeeping.

Professional approach to service delivery and customer interaction.
	

	SPECIAL CONDITIONS

(e.g. willingness to work unsocial hours or wear  a uniform)
	Evening and weekend work will be required.
Flexibility in terms of hours worked to meet the needs of the business.

Unsocial hours.

Working on a rota basis.
	


