Brighton Dome & Brighton Festival 

JOB DESCRIPTION


Job Title: 			Logistics Supervisor Bars – Full-time, permanent

Reports to: 			Head of Bars & Catering 

Direct Reports:		Casual Logistics Assistants
				Casual Kitchen Duty Staff

Job Purpose: 	
· To be responsible for the security and control of stock
· To receive deliveries and prepare bars for events
· To deliver catering for artist riders, small scale private events and meetings 
· To carry out the cleaning and maintenance of all kitchens and bar equipment. 
· To train and supervise casual support staff as required.


Principal Accountabilities:

Stock Control 

1. To take in deliveries and ensure that all items are checked for quantity and quality. Report any discrepancies to the Head of Bars & Catering and follow up with suppliers.
2. Report any shortages in stocks or supply, breakages, waste or loss to the Head of Bars & Catering and assist with investigations as required. 
3. To take, or arrange the movement of, all goods to the appropriate location of storage as soon as possible, ensuring goods are moved safely. To ensure that all liquor, dry goods and disposable stocks are properly and securely stored at all times. 
4. In line with departmental guidelines, be responsible for the correct provision of stock to bar areas as necessary, replenishing product lines and overseeing stock requisitions from the cellar areas. 

5. To maintain correct stock rotation for all products in the cellar and bar areas. 

6. To ensure all paperwork relating to stock orders, deliveries and invoices is completed as per company guidelines, and enter goods received notes in the purchasing and epos systems, working with the Senior Bars Duty Manager to ensure the stock module is correct and up to date.

7. To carry out regular in house stock takes, including line checks as directed by the Head of Bars & Catering. To be present for the monthly stock takes, preparing relevant paperwork and assist the auditors as required. 


Staff Supervision & Training 

1.	To promote best practice in cellar work and stock control within the department, providing training and support as required.  

2.	To supervise and train staff to set up for events to include; 
· Safe and secure handling of stock
· Set up of temporary bars as required
· Cleaning of bars and catering areas
· Maintenance and inspection of bars and catering equipment
· Provision of kitchen duty cover for external caterers. 

3.	To assist the Bars Management team to recruit and train Stock Assistants and Kitchen Duty Staff to ensure that all catering requirements and events set ups are fulfilled. 

Operational 

1. To perform the necessary cleaning of pipes and dispense systems for all beverages thereby ensuring the highest quality of product.
2. To ensure Bars are fully stocked and beers connected ready for service 
3. To regularly check and maintain the cellar cooling system, bottled beer coolers, draft beer coolers and other bars and kitchen equipment. 
4. To report faults and arrange nominated companies to complete repairs as needed
5. To be responsible for the cleaning of bar and catering equipment, upholding agreed standards of cleanliness and presentation in line with EHO regulations. Create jobs list and delegate to bar staff and other support staff to carry out cleaning and tidying duties as necessary.
 
6. To safely build and dismantle mobile and pop up bars as directed. 

7. To ensure all working areas of the loading bay, cellar & dry stores are maintained to a clean and hygienic standard. 
8. To place refuse in the correct bins ensuring the correct disposal of chemical and bar related waste.
9. To work together with the VSA’s in cleaning and tidying the bin store 


Safety & Wellbeing, Licensing & Environment

1. In conjunction with other team members, to ensure the safety and wellbeing of all staff and users of the venues by creating, reviewing and implementing departmental and event related risk assessments and method statements relevant to your areas of work.

2. To ensure all bars and catering equipment adheres to Heath and Safety standards by organising and carrying out documented maintenance and temperature checks. To keep up to date records of all inspections.

3. To ensure the safe and secure storage and handling of stock and equipment, specifically in line with Manual Handling, PPE, COSHH and Electricity at Work regulations. 

4. To carry out and provide information, instruction, training and supervision with regard to cellar, stock and equipment set up and use procedures. 

5. To undertake training in emergency procedures and to report all incidents and near misses using the correct procedure. 

6. To place refuse in the correct bins ensuring the correct disposal of chemical and bar related waste. To work to minimise waste and increase levels of recycling. 

General 

1. To attend departmental and operational meetings as and when necessary. To liaise with other departments and foster effective communication across the organisation to ensure effective event delivery.

2. To always maintain a smart and presentable appearance.

3. To work evenings and weekends as required.

4. Any other tasks as may reasonably be expected
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Brighton Dome & Brighton Festival

Person Specification


ESSENTIAL CRITERIA

· Substantial experience working with cellars and draft equipment, knowledge of wines and spirits.
· Good numeracy, literacy and IT skills, to include Word, Excel, Outlook. 
· Experience supervising and training staff
· Able to prioritise a diverse workload under time pressure
· Excellent attention to detail
· Proven organisational skills, able to work unsupervised and use initiative.
· Flexible approach and willing to respond to changing workload and event requirements.
· Willing to work occasional evenings and weekends as part of a shift pattern.
· Friendly and professional communicator.
· Able to integrate high quality customer service with day-to-day work.
· Physical fitness; encompassing the ability to stand for long periods, bend, stretch, lean, reach, carry heavy or awkward items and to undertake safe manual handling to set up equipment and deal with deliveries.
· Practical, hands-on approach, a team player.


DESIRABLE CRITERIA

· Basic Food Hygiene Certificate 
· Cellar Management qualification
· Personal Licence
· Knowledge of Health and Safety Legislation
· Manual Handling training
· First Aid Certificate
· Knowledge of EPOS 
· Experience working with Purchasing systems 

OUTLINE TERMS AND CONDITIONS

Hours:	Full-time i.e. 37 hours per week (to work weekends and evenings as required)
Contract:		Permanent
Pension:		Access to BDFL’s auto enrolment pension scheme i.e. Aviva
Holidays:	25 days annual leave plus bank holidays and 1 day for birthday leave
Notice Period:	1 month
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