THE BANK

ARTS EMMUSIC MCREATIVE COMMUNITY

Job Title: Part-Time Front of House Manager (Duty Manager)

Locations: The Bank Arts Centre, 2 Castle Street, Eye, Suffolk, IP23 7AN

Salary: £13 per hour

Working Hours: 6.5 hours per shift. Minimum | shift per week. (During general opening
which is Wednesday to Saturday.)

From |0am — 4.30pm. Some occasional evening and cover work may be required.
Type: Freelance 12 months

Level: Management Team
Responsible to: General Manager, Directors.

Overview:

Eyes Open CIC are seeking a friendly, confident and driven individuals to join our team as a
part-time Front of House Duty Manager. This role will be job shared between two
individuals. This role will oversee the management and operation of Front of House food
and beverage service and general facilities for two days a week. Working directly with the
General Manager, this role will co-ordinate and manage our Front of House service across
our increasing daytime café service. This involves effectively and supportively managing
Front of House team of staff and volunteers, leading on service, serving customers, being
primary contact for customer enquiries, promoting CIC’s values and programme of
activities.

The ideal candidate will be punctual, possess excellent time management skills, and have the
ability to manage and delegate very effectively. A good communicator with a hands-on
approach, very good attention to detail, and the ability to remain calm under pressure are
essential qualities for this role. The candidate should be flexible, eager to learn and progress,
and highly motivated to drive business success. ldeal for someone who is passionate about
creativity, hospitality and working within the community.

Responsibilities:

Duty manager will become a member of the core management team and will contribute to
the supervision and co-ordination of front of house daily operations. Playing a pivotal role in
our ongoing re-development — will be responsible for the management and operation of
Front of House Food and Beverage service and General Facilities for two days a week. High
level planning, organisation and collaboration with the team and will work towards
improving the quality of customer service, visiting experience, organisation, professionalism,
and income generation. Day to day responsibilities will include:
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Staff

Co-ordination, supervision and management of
FOH team of staff and volunteers
e Conduct training sessions for FOH staff and
volunteers.
e Be first contact for all FOH staff
o Effectively delegate tasks throughout
working hours
e Manage staff working hours and breaks
during shifts.

Opening and Closing
Procedures

Ensure all opening and closing procedures are
strictly adhered to, including completion of cleaning
tasks, cafe setup, and restocking the bar-.

Customer Service

Be the main contact and public face of the FOH
service for all visitors and customers. Must provide
a friendly, engaging, and warm welcome and assist
with enquiries.

e Meet and seat guests, ensuring a positive and
welcoming experience.

e Manage and delegate FOH volunteers in
required tasks to ensure they provide good
quality service - take orders, serving drinks and
food, taking payments, cleaning tables, cleaning
work areas, etc.

e Overseeg, take and manage food and drinks
orders efficiently.

e Have good understanding of the organisation
and activies to promote all aspects of our work
and upcoming events to customers and potential
clients

Bookings and Reservations

Handle FOH bookings and reservations, ensuring
accurate and organised records.

Communication with
Management and
collaboration

Liaise with management regarding upcoming events,
workshops, and exhibitions, demonstrating a good
knowledge of the schedule.

e Follow correct communication routes to ensure
information is passed onto relevant team
members

e Collaborate with all other managers to maintain
awareness of activities, promote effectively and
run operations efficiently

e  Work with Chef regarding menus, specials,
allergens, quantities, stock
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Till Management

Demonstrate proficiency in till management,

maintaining accurate and organised transactions.

e Daily cashing up when working

e Ability to train new staff / volunteers or give
refresher training on use of the till

e Be able oversee and make sales — FOH goods,
event tickets, room hires and art sales, and
follow procedures of record keeping

Procedure and Policy
Compliance

Understand, adhere to, and action all company

policies to ensure all staff, volunteers, customers,

and users are safe.

e Ensure staff follow procedures and policies
correctly and provide guidance where needed

e Report all issues and concerns to General
Manager and/or Director

e Support with conducting risk assessments if
required

Front of House & Kitchen

e Ensure all staff follow Health & safety
procedures, and other company policies and
procedures at all times

Maintaining Standards

Maintain the dining area and gallery to a high
standard, ensuring cleanliness, tidiness, and regular
replenishment of menus, cutlery, and condiments.
e Support General Manager and Directors to
setting new standards and ensuring
staff/volunteers maintain these

Supporting the Organisation

e Understand the organisations objectives and
vision

e Assist in developing FOH procedures and
services in line with these objectives

e Promote all aspects of our work and upcoming
events to customers and potential clients

e Support re-development work and optimise
FOH quality and profitability (regular review
meetings to help set targets, review
performance and plan)

Staff Cover

If required — provide effective cover for FOH or
other Management staff being absent due to illness,
holiday or unforeseen circumstances
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Candidate Requirements:

Required e Excellent communication and interpersonal skills.

e Ability to multitask and remain calm under pressure.

e Strong organisational and time management abilities.

e Ambitious and driven

e Eagerness to learn and contribute to the growth of the
business.

e Experience working with community and young people.

e Interest in community-driven organisations and creative
activities

e Knowledge or experience of working Front of House / Café
environment

e Collaborative and works well in a team

e Proactive and efficient worker

e Able to effectively manage and organise a team

¢ Willing to have an enhanced DBS check (for working with
young volunteers)

e Some flexibility in working hours to accommodate the needs
of the business.

Preferred e Previous experience in a similar role is preferred.
e Experience training staff and volunteers.

If you meet these criteria and are passionate about providing exceptional customer service
in a dynamic environment, we invite you to apply for this opportunity.

We are seeking to hire 2 individuals for this role.
Potential candidates will be invited to interview.

Candidates may be further invited to participate in an induction and trial shift(s).
There will be a |-month probation period for successful candidates.

Please send a cover letter and CV to info@thebankeye.org
Or send to - The Bank Arts Centre, 2 Castle Street, Eye, Suffolk, IP23 7AN
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