DETAILS OF A POST

SECTION A: JOB DESCRIPTION

1. ASSOCIATION:
YMCA BOURNEMOUTH
   ADDRESS:
DELTA HOUSE

56 WESTOVER ROAD

BOURNEMOUTH

DORSET BH1 2BS

TEL.NO. - 01202 29045l   

2. JOB TITLE:
The Junction’s Licensed Bar & Catering Manager 
3. RESPONSIBLE TO:
The YMCA Bournemouth Business Development Manager
4. JOB PURPOSE:
To act as the Association’s Licensed Bar & Catering Manager at The Junction Sports & Leisure Centre. 

The role has a statutory, occupational requirement to ensure the safety and welfare of all children and adults using our services. The post holder will take responsibility for ensuring safeguarding is a priority, and follow both YMCA safeguarding policy and Local Authority statutory guidance.

5. MAIN RESPONSIBILITIES:

a) To be responsible for the day-to-day management of the Licensed Bar & Catering department
b) To constantly be working towards increasing income/profitability through delivering an exciting and professional service
c) To plan and cost all menus (food and drink) in line with ensuring variety, quality and meeting of dietary requirements
d) To plan and cost menus for special functions (e.g. buffets/hot meals etc.)
e) To ensure that all opening times of the Café/Bar facility are appropriately covered
f) To order and purchase food/drink supplies, including liaising with suppliers, budgetary control, obtaining discounts and appropriate maintenance of stock levels.

g) To be involved with, and to eventually head, staff selection, recruitment, induction, development and training and appraisal, and agreement of staff rotas.

h) To work closely with other Managers/HODs in regards to supporting the need to generate additional income through promotions/events
i) To ensure highest standard of health, hygiene and safety are maintained in the kitchen, including ensuring that all staff have been trained in COSHH, food hygiene and safe usage of hazardous equipment (e.g. deep fat fryer).

j) To ensure that required documentation is managed appropriately, including health and safety / food hygiene requirements. 

k) To ensure all customer areas (Waterside Café & Licensed Bar) is presented at all times in a clean and professional manner, thus being welcoming for all Members/users
l) To ensure that all staff in this department are fully supported in terms of training needs 

m) To carry out any extra duties that are deemed required in the kitchen/Bar area by the Business Development Manager
n) A degree of lifting/carrying will be required for this post
In addition to the job set out in this job description the worker may, from time to time, be required to undertake additional or other duties as necessary within his or her capabilities and status to meet the needs of YMCA Bournemouth.

6. SCALE AND IMPACT:  


The worker will be working with Members, users, visitors and Staff associated with The Junction Sports & Leisure centre. He/she will have responsibility for staff in this area.  He/she will be expected to demonstrate the Association’s Aims and Purposes to people around him/her.  He/she will work within the designated purchasing budgets as set and agreed with the Business Development Manager.
7. DISCRETION TO ACT:

The worker will act within the laid down policy of the Association, and as outlined and agreed by the Business Development Manager. Fully supported at all times by other Managers/HODs and the Managers-on-Duty.
8. ENVIRONMENT: 



Work will be predominantly based at The Junction Sports & Leisure Centre but may at certain times involve ‘off site’ responsibilities/hours as managed by the Business Development Manager.
9. RELATIONSHIPS:


Internal    -   The person appointed will work closely with all Managers, particularly the Operations Manager, Administrations Manager and the Sales Manager
External -  The worker will be encouraged to develop positive relationships with the general public, YMCA members and suppliers
SECTION B: PERSON SPECIFICATION

1. QUALIFICATIONS:


Qualification to NVQ level 3 in Catering essential, and a Certificate in Basic Food Hygiene also essential. 
2. EXPERIENCE:



· Substantial experience in the Catering industry is essential, to include two/ three years experience of working as a chef. 

· Menu review experience essential and to be evidenced

· Previous experience of purchasing food and provisions within a catering environment and ensuring purchasing controls.

· Licensed Bar Management desirable, though training/support will be given in this respect

· Staff Management experience is essential for this role

· Front of house customer skills desirable

3. ABILITIES AND SKILLS: 

· Ability to cook simple good quality meals  

· Understanding of a diversity of dietary preferences and requirements, in particular catering within a culturally diverse area and taking account of special need

· Able to work under pressure and time constraints 

· Ability to manage a staff team, including motivation, and having good planning and organisational skills

· Interpersonal skills. Persuasion and negotiation in relation to purchasing from suppliers and staff support skills to ensure a successful team delivery.
· A continued commitment to achieving high standards of customer service and satisfaction

· A desire to succeed and grow not only the ‘project/department;, but also oneself

· To be a ‘Team Player’, with a supportive manner to assist others

· Wastage – Ability to control/minimise wastage
· To act as a representative of The Junction/YMCA Bournemouth at all times, displaying excellent manners with a genuine desire to please and professionally deliver an excellent service

4. PERSONAL:



The YMCA is a Christian organisation and the worker must be fully supportive of the Association’s Aims and Purposes.  He/she should be able to work responsibly without close supervision.  He/she should be able to prioritise conflicting demands with good humour and be resilient under pressure.  He/she should have a caring, sympathetic nature.

SECTION C: TERMS AND CONDITIONS

1. SALARY:    


YMCA Bournemouth Salary Band Grade B: £21,343 - £32,015 per annum - level on scale according to qualifications and experience.
2. DETAILS OF ACCOMMODATION:

There is no requirement to live in and accommodation is therefore not provided.

3. HOURS OF WORK:


The hours of work will be 40 per week excluding break. The person appointed will need to work flexible hours including unsocial hours as may be necessary.


Time off in lieu may be given as agreed with the Business Development Manager.
4. PAID LEAVE ENTITLEMENT:

     5.6 weeks per annum pro rata including Bank Holidays
5. SICK PAY PROVISION:


There is currently no sick pay entitlement with this post.
6. PENSION ENTITLEMENT:

After three months in employment the worker will be eligible to apply to join YMCA Bournemouth’s contributory stakeholder pension scheme.  His/her line manager should be asked to provide details.

7. PERIOD OF NOTICE OFFERED AND REQUIRED:


One months’ notice is required from the worker and one months’ notice will be given by the YMCA or the statutory minimum if greater.

8. CONDITIONS OF EMPLOYMENT

The employment will be subject to satisfactory references and DBS Enhanced Disclosure.  This post is subject to the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 and (Exceptions) (Amendment) Order 1986.  

9. IN SERVICE TRAINING:


Encouragement will be given for further in-service training.

10. MISCELLANEOUS


The Business Development Manager will be responsible for carrying out regular work reviews. 
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