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JOB DESCRIPTION
	Post Title:


	
	Casual Bar and Customer Service Assistant

	Grade and Salary Scale:


	
	B SCP 14 pro rata 


	Department and Service:

Responsible To:

Post Ref:
	
	Culture, Communities and Communications – Growth and Place
Town Hall Bar Manager

R0000207


Purpose of the Post:

To provide excellent customer service and support to patrons of Middlesbrough Town Halls Bar service, assist in the delivery of clean, safe and professional bars and associate areas, serving customers and providing accurate product information. 

Duties and Responsibilities:

1. Maintain a friendly and approachable customer experience at all times.
2. Be informative and clear, communicating information relating to the venue’s vision, programmes, community opportunities and products.
3. Be adaptable and flexible to ensure high levels of customer satisfaction, going the extra mile to support customer needs.
4. Extend the same high level customer care to all customers, including Hirers, Promoters/Agents and handle any associated enquiries in a quick, efficient and friendly manner. 
5. Undertake such training as may be appropriate to the post.
6. Provide a front line responsive service in regards to all enquiries via face to face, email, phone, online and postal as appropriate.

7. Ensure that all public and work areas, including bars, auditoria, workstations, toilets, storage areas and performance spaces are neat, tidy and maintained to the highest of standards.

8. Responsible for ensuring accurate accounting of all payments received, change given and items sold and that financial regulations, policies and practices are adhered to at all times.
9. Cash-up daily takings and record as procedure states and reconcile as far as possible.
10. Assist with financial reconciliation process.
11. To report any accidents and defects or damage to equipment and premises to the Operations Manager immediately.
12. To always work safely and in a manner which is without risk to others. 
13. Work as a member of a team and provide help and assistance as required and to communicate at all times with members of your team. 
14. Clear up litter and discarded drinks etc after performances.
Corporate Responsibilities:

· We will make every reasonable effort to supply the necessary employment aids, equipment or adaptations to enable employees to perform the full duties of the job in accordance with the Equality Act 2010 where a post holder is disabled.
· You will 
· Demonstrate a commitment to the principles of equality of opportunity and fairness of treatment in relation to employment issues and service delivery.
· Respect all confidentialities and principles and practices of the Data Protection Act.

· Comply with Health and Safety policies and legislation.

· Be committed to continuous personal development, including Middlesbrough learns.

· Demonstrate a commitment to the safeguarding of children and vulnerable adults, highlighting any areas of concern with the appropriate service and adhering to the policies of the Council relating to these issues.
· The above duties and responsibilities cannot totally encompass or define all tasks which may be required.  The outlined duties and responsibilities may, therefore, vary from time to time without materially changing either the character or level of responsibility: these factors are reflected in the post.
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PERSON SPECIFICATION 
For the purposes of recruitment and selection, you will be assessed against Our Values and the criterion which are marked as Essential / Desirable in the Qualifications and Knowledge & Experience section.
Our Values

Our Values are a critical element of our strategy to create a brighter future for Middlesbrough. They will be at the heart of everything we do and will be the foundation for how we operate, behave and make decisions.  Having these values will help you be the best you can be and help Middlesbrough to grow and thrive.  
	PASSIONATE about Middlesbrough
· Believe in Middlesbrough

· Be proud to work for the Council
· Have a ‘can do’ attitude




	INTEGRITY at our heart

· To be open, honest and transparent

· Communicate well with others

· Treat others with respect



	CREATIVE in our thinking
· Always look to improve

· Find solutions to problems

· Positive to change



	COLLABORATIVE in our approach

· Engage and consult with others

· Seek feedback from others

· Understand the needs of others



	FOCUSSED on what matters

· Understand the Council’s and my own priorities

· Put the customer first

· Deliver against expectation



	
	Essential

X
	Desirable

X

	QUALIFICATIONS: 


	
	

	1. A good standard of general education to GCSE level or equivalent.
	
	X



	2. A certificate or training in one or more of the following would be desirable:

· Personal License

· Basic Food Hygiene Certificate.

· Manual Handling Health and Safety

· S.I.A trained

· First Aid
	
	X

	KNOWLEDGE & EXPERIENCE 


	
	

	3. Customer Service experience in a similar role.

	X
	

	4. Excellent communication skills and experience of face to face customer contact.
	X
	

	5. Experience of working as part of a team.


	X
	

	6. Ability to deal with trying situations in a calm and professional manner.
	X
	

	7. Reliable and excellent time keeping skills.


	X
	

	8. Self-motivated and highly organized.


	X
	

	9. Professional approach and outlook and pays attention to detail.


	X
	

	10. Enthusiastic with a passion for events and live performances.


	
	X

	11. Able to work evenings and weekends as required.


	X
	

	12. Cash handling experience and skills.


	
	X

	13. Understanding of the implications of relevant licensing laws.


	
	X

	14. An appropriate level of numerical skill is requires and may be subject to assessment.
	
	X

	15. Previous bar work experience including:

· Cellar maintenance

· Stock management

· Reconciliation of tills
	
	X

	16. Experience of using computerised systems.

	
	X

	17. Good telephone manner and skills.

	X
	

	18. Excellent verbal and written communication skills.

	X
	

	19. Ability to work alone and under pressure.

	X
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