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Centre for the Arts, Maidenhead




Job Description

Post Title:


Assistant Catering Manager 
Hours:



42 per week (to include an unpaid 30 minute break per day)
Salary: 
£22,000 pa
Holiday:
23 days year
Base:



Norden Farm Centre for the Arts, Maidenhead

Reporting to:


Events and Operations Manager 
	Job Summary


The assistant catering manager will be responsible for the daily operation of the Café Bar, ensuring all customers receive a consistently high standard of food and service. The assistant catering will also be responsible, in conjunction with the Chef and Events and Operations Manager, of ensuring that Health & Safety and administration procedures are adhered to.

The café bar team leader will report to the Events and Operations Manager and will be responsible for assisting in the supervision and training of the Catering team. 

	Key Responsibilities


To assist the Events and Operations Manager in running of the Café Bar ensuring it is run efficiently and effectively.
To comply with all legal and licencing legislation 
To ensure that high standards of customer care are maintained at all times.

To maintain a safe, secure and hygienic working environment.

To ensure that cash handling procedures are being adhered to.

Actively support the Events and Operations Manager in the development and delivery of the catering department and events
To be responsible for the Catering operation in the absence of the Events and Operations Manager.
Completing staff rotas, ensuring adequate levels of staff in all catering areas while keeping within budget 

To be responsible for ensuring all Catering areas are properly secure.

Liaise with the Senior Management Team regarding the repair of equipment.

To ensure that all bar equipment is used, cleaned and stored in accordance with instructions.

To ensure chemicals, detergents and general cleaning materials are correctly used and stored in accordance with instructions and COSHH regulations.

To ensure that all staff are appropriately dressed for duty
	Hours of work



5 days out of 7 with regular weekend and evening shifts
(Norden Farm is open to the public seven days per week, Monday 10am – 5pm, Tuesday to Saturday from 10am – 11pm and Sunday 10am – 10.30pm.)
	Person Specification



The café bat team leader will have a positive, cheerful personality, with an excellent understanding of the running of a restaurant and/or bar, and at least two years experience in a busy environment
They will have experience in Cafés, Bar, Restaurant & function Catering with the knowledge to manage events in the absence of the Events and Operations Manager.

They must be a confident leader with an ability to build sound relationships with other staff and clients, and a clear understanding of food hygiene and health and safety.

They will recognise the importance of service and presentation and be ambitious to play a major part in the development of the business. 
They will have basic computer skills enabling them to take on tasks such as client liaison and purchase orders. 

	Benefits



· Complimentary tickets for performances and films, subject to availability and agent ticket policy 
· Discount on meals and drinks in the Norden Farm Café Bar

· Free on site parking

· Stakeholder pension scheme

