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	Job Title 
	 Food & Beverage Assistant Manager

	
	Department
	Commercial & Operations

	
	Grade
	 L5

	
	Reports to
	Cluster Manager (TBC) 

	
	Staffing Responsibility
	Yes

	
	Organisation
	Attached



	JOB PURPOSE: 
Working with the Head of Commercial & Operations and Cluster Manager, you will be responsible for supporting the delivery of the F&B operation across Trust venues. An operational role focused on day-to-day delivery of exceptional hospitality experiences that reflect The Culture Trusts cultural mission and community values.



	PRINCIPAL RESPONSIBILITIES:

	1
	Support the management of day-to-day operations across cafes, bars and event catering and retails maintaining consistent quality, presentation and service standards across all venues. Ensure compliance with food safety, health & safety and licensing regulations.

	2
	Support the delivery and continuous improvement of food and beverage and retail offer appealing to our core audiences and including seasonal fresh ingredients, merchandise, locally produced goods and mission aligned products monitoring marketing trends to ensure competitiveness and relevance.

	3
	Support the delivery of commercial and private events including weddings and ceremonies, corporate hire and community events, developing attractive venue hire packages.
Coordinate event logistics, supplier coordination, staffing and client management ensuring seamless collaboration between F&B, technical and front of house teams.

	4
	Support the implementation robust stock control, ordering and supplier management.

	5
	Assist in the management of the commercial and retail budgets across sites, driving revenue growth and optimising profit margins.

	6
	Support the delivery of high standards of hospitality, inclusivity and sustainability providing training on product knowledge, ethical sourcing, allergen awareness and service standards.

	7
	Ensure outstanding customer experience that enhances dwell time and repeat visits and gather and respond to customer feedback to continually improve the offer.

	8
	Support sustainability initiatives including reducing food waste, single use plastics and reduce our carbon footprint.



DIMENSIONS:

Supervisory Management: Front Line Staff

Financial Resources & Responsibilities:   Responsible for ensuring proper financial procedures are followed at all times.

Work Ethos:
Respect colleagues and work together to achieve high standards of customer excellence in all our work. Produce reports against targets for budgets and performance KPIs to Leadership Team. Work flexibly and positively to achieve the business objectives of the Trust.

Other:
· Able to work across Trust sites to support other teams in order to meet the business requirements of the organisation. 
·  This post is predominantly weekdays with some requirement to work weekends

Trust Objective: 
Our vision is to be an award winning Cultural Trust providing exemplary public engagement with arts and culture. 

Established in 2008, the Culture Trust, Luton is a vibrant and progressive independent charity and our mission is ‘to connect communities through culture’. We do this through our accredited museums, theatres, galleries, creative workspaces and Arts Centre in Luton. Pre-Covid we attracted over 285,000 visits per annum. We animate five sites: The Hat Factory Arts Centre, Hat Works Creative Workspace, Hat House Creative Workspace, Wardown House Museum & Gallery and Stockwood Gardens & Museum. We present multi-cultural and year-round programme of events, exhibitions, workshops and performances. We support creative talent and skills by providing opportunities, platforms and cultural career progression for young people. We care for a collection of over 2 million artefacts, 1.5 million photographs and maps and hold the most extensive and complete hat and headwear collection in the UK. We co-produce activity with our community, Museum Makers volunteers and team of cultural experts.

Working Environment: 
Working across all the Trust sites.  

Equalities: 	
The post holder will ensure that policies, procedures and activities for service delivery are revised and/or implemented in a way that supports equality for all. These activities should also reflect The Culture Trust’s commitment to work in active partnership with the community to regenerate Luton and to improve the quality of life for all who live, work or visit the town.
	


Person Specification
This acts as selection criteria and gives an outline of the types of person and the characteristics required to do the job.

Essential (E):  without which candidate would be rejected
Desirable (D): useful for choosing between two good candidates

	Please make sure, when completing your application form, you give clear  examples 
of how you meet the essential and desirable criteria.

	Attributes
	Essential
	How Measured
	Desirable
	How Measured

	Experience

	Track record of success in a commercial environment
Substantial experience implementing commercial F&B offers including supporting the development of high quality and profitable menus. 
Extensive experience supporting business and finance systems including EPOS, KPI’s, budget control, target setting and monitoring and financial reporting.
Proven ability to support delivery of complex projects and contracts to time and budget

In depth experience assisting the leading, managing and developing teams of people including chef’s and catering assistants, customer services and of leading and supporting colleagues who are not direct reports

In depth experience bringing creative problem-solving approaches to business opportunities
	1,2




1,2




1,2



1,2





1,2






1,2
	Commercial sector  experience 
Interest in culture & Heritage
Experience in the commercial arm of a charitable organisation


	
1,2

1,2


4

	Skills/Abilities
	Delivery and quality focused and results driven
Substantial written and verbal communication and public relations skills – able to negotiate with influence and develop productive partnerships and business relations

Ability to contribute to service planning and operational improvements

Substantial organisational skills - able to balance priorities and manage periods of heavy and conflicting workloads to meet deadlines and targets 

In depth understanding and use of IT systems and databases
	1,2




1,2





1,2



1,2




1,2
	
	

	Equality Issues



	Demonstrable knowledge and understanding of equalities issues and legislation – able to integrate equality and cultural diversity policies into business plans, strategies and service delivery
	

1,2
	
	

	Specialist Knowledge

	Working knowledge of commercial financial planning, monitoring and reporting, particularly in retail, commercial trading and/or sales, and in interrogating the profitability and added value opportunities for current activity   
Basic knowledge of Health and Safety legislation
	1, 2
	
	

	Education and   Training
	Business Sales and/or marketing qualification, or equivalent experience and training
	1,2
	MBA
	4

	Other Requirements
	Able to attend sites across Luton (frequency: daily)
and the wider East of England region (frequency: every one to two months) and able to work out of normal hours (frequency: approx. once a fortnight)
Able to work across Luton Culture’s venues when necessary to support other teams in order to meet the business requirements of the organisation
	

1,2






1,2
	
	

	
	
	
	
	


(1 = Application Form    2 = Interview    3 = Test    4 = Proof of Qualification    5 = Practical Exercise)

NB: This job description reflects the requirements of the Culture Trust. The role and duties of the post are subject to change in line with the future development of the Culture Trust.  The Culture Trust reserves the rights to make such changes as are necessary and any changes required will be discussed with the post holder as appropriate.

We will consider any reasonable adjustments under the terms of the Equality Act (2010) to enable an applicant with a disability (as defined under the Act) to meet the requirements of the post. 

The post holder will ensure that the Culture Trust’s policies are reflected in all aspects of his/her work, in particular those relating to:
(i)  	Equal Opportunities
(ii) 	Health and Safety
(iii) 	Data Protection Act (2018) & General Data Protection Regulations (2018)
- 1 -
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