@ theatre
company

Café Bar Manager

Job Description

Responsible To

Operations Manager

Salary Hours of Work Holidays
£11,560 per annum 15 hrs per week (0.4 FTE) 5.6 weeks per annum
(£28,900 FTE) including Saturdays (plus (including bank holidays)

other times to suit both

parties)

Contract

The contract is for a part-time post on a permanent basis.

Purpose of the Post

The Cafe Bar Manager is responsible for the day-to-day operation of the new café bar
within our community creative learning hub and theatre. We're looking for someone with
the enthusiasm, ideas and commercial understanding to make the space a success. This
role plays a key part in creating a welcoming, inclusive and vibrant environment for
audiences, participants, artists, visitors and staff. The postholder will ensure high
standards of customer service, efficient operations, and a safe, clean and friendly space

that supports the wider aims of the organisation.

Key Responsibilities
Operations & Service

e Manage the daily operation of the café bar, including opening and closing
procedures



e Serve drinks, food and snacks to a high standard

e Ensure excellent customer service for all visitors, including theatre audiences,
workshop participants and community users

e Maintain a clean, tidy and welcoming café bar area at all times

Stock & Suppliers

e Order stock, manage deliveries and maintain appropriate stock levels
e Monitor stock rotation, storage and wastage
e Work with suppliers and suggest alternative or new products where appropriate

Staff & Training

e Help recruit, train, supervise and support café bar staff and volunteers

e  Work with our Operations Manager to create staff rotas and ensure adequate
cover for performances, events and busy periods within budget

e Provide ongoing training in customer service, food hygiene, health & safety and
licensing requirements

Sales & Development

e Monitor sales, cash handling and basic financial reporting
e Use sales data to identify trends and opportunities

e Suggest new products, menus or offers that reflect the community, creative
programme and audience needs

Health, Safety & Compliance

e Ensure compliance with food hygiene, health & safety and licensing regulations
¢ Maintain cleaning schedules and records
e Ensure all staff follow safe working practices

Collaboration & Community Focus

e  Work closely with the wider venue team to support performances, events and
learning activities

e Contribute ideas to enhance the café bar's role as a social and creative space
e Promote an inclusive, friendly atmosphere aligned with the organisation’s values
General Duties

The following responsibilities are shared by all staff members of PACE:

¢ To work for the benefit of the whole organisation
e To act as an ambassador for PACE to the wider community.



e To comply with all PACE policies including Equal Opportunities, Health & safety
and other policies

e To attend staff meetings and other departmental meetings if required.
e To keep up to date with the activities of the organisation

e To carry out administrative tasks that arise from the job

¢ Undertake additional duties as may reasonably be required

Person Specification
Essential

e Experience working and managing in a café, bar or hospitality setting
e Experience of supervising or managing staff

e Strong customer service skills

e Good organisational skills and attention to detail

e Ability to work evenings and weekends

e Knowledge of food hygiene and health & safety practices

Desirable

e Experience working in a theatre, arts venue or community setting
e Personal Licence holder (or willingness to work towards one)
e Experience managing stock and basic budgets

Benefits

e Employer pension contributions of 3%.
e Free participation in most PACE activities for children of employees.



