INTERNAL ADVERT

ASSISTANT BARS

MANAGER

Required for

O2 Academy Islington 
Please address applications for the attention of:

Pernilla Holl
General Manager

Email to: pernilla@o2academyislington.co.uk

Closing date for applications:

Friday 20th August 2010
Please ensure you inform your Line Manager

before applying.
JOB DESCRIPTION

  Job Title:

Assistant Bars Manager (O2 Academy Islington)
Responsible to: 
Initially to the Bars Manager, and in his absence to the Duty Manager / General Manager
MAIN PURPOSE OF JOB:

1. In liaison with the Bars Manager and Venue Managers, to ensure the smooth running on a day to day basis of bar operations, staff employment and stock control

KEY TASKS:

1.
STAFF
(a) Recruitment of all bar, night box office, cellar and cloakroom staff

(b) Interviewing and training all bar, cellar and cloakroom staff

(c) Booking staff for show nights

(d) Collecting and processing in all necessary personnel data 

(e) Preparing payrolls for bar staff 

(f) Dealing with any payroll / tax office requirements

(g) Day-to-day administration.  Liasing with other departments to ensure appropriate staffing for each event

(h) Supplying box office and cloakroom staff

(i) Briefing staff before shows.  Designating staff to appropriate places of duty.

2. BAR MAINTENANCE
(a) Keeping all service areas clean and tidy

(b) Cellar maintenance and bar security

(c) Monitoring bars on show nights.

3. STOCK CONTROL

(a) Estimating demand and ordering all bar supplies including beer (draught and bottled), cellar gas, spirits and wines, plastic glasses and other secondary bar goods

(b) Receiving bar deliveries and the distribution of beer cases and bar goods within the venue.  Stocking bars with spirits, beers and glasses

(c) Completing purchase order forms for goods received. 

4.
CELLAR WORK
(a) Keeping constant cellars

(b) Changing barrels, gas bottles and pot-mix on show nights

(c) Ensure cellars, coolers and post-mix is maintained

(d) Cleaning all beer lines within the venue.

5.
SHOW NIGHTS

(a) Preparing and opening bars

(b) Ensuring smooth running of bars during the show

(c) Cashing up tills

(d) Ensuring all comps and waste are recorded

(e) Aiding with staff and staff liaison

(f) Cellar work

6.
GENERAL
(a) When required counting take and preparing floats

(b) Ensuring all bars have a good supply of change

(c) Aiding with stock takes and line counts through the month

(d) Dealing with customer complaints where necessary

(e) Processing payroll at the start of the week

(f) Reading the tills at the end of the night when necessary

(g) Aiding with any request from other departments (including maintenance, security, administration, promoters etc)

(h) Dealing with Aftershow and VIP requests
(i) To undertake any other duties that from time to time may be deemed reasonable.

(j) TO ACT AS DUTY MANAGER FOR THE VENUE WHEN REQUIRED

Knowledge/Experience/Skills Required:

· Personal licence holder

· Ability to work in a team

· Line management of staff

· Administration and competent in the use of Microsoft Office applications – specifically Excel

· Finance and cash handling

· Recruitment and training of staff

· Good communicator, with a strong desire to learn new skills

· Able to work to deadlines

· Attention to detail

· Able to manage situations with tact and diplomacy

· Can identify problems and develop solutions

· Able to work flexible and unsocial hours including evenings, nights, weekends, bank holidays and New Year’s Eve.

· Enthusiastic about live music and clubs

