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Staffordshire University Students’ Union 

JOB TITLE:


Trainee Duty Manager  
RESPONSIBLE TO:

Venue Manager 
SALARY:
£17,099  
SITE OF WORK:
based at Stoke campus but may be required to work at other sites as required

PURPOSE OF POST:
To provide general management responsibility in venues, by ensuring we deliver different social experiences to our members and stakeholders. 
MAIN DUTIES AND RESPONSIBILITIES

Duty Management  
Working with the Business development Manager, Officers and Venue Manager’s to:

Key Duties 

1. To act as a personal licensee of the Unions licensed premises.
2. To act as the venue supervisor in the absence of Line Manager(s), supervising staff and operations, to maintain agreed standards and ensure legal requirements are met. 
3. To assist with the setting up of the venue for events and activities. The post holder will have key holder responsibilities for opening and locking up.
4. To keep all venue areas clean and tidy and to observe all Health and Safety requirements with particular reference to maintenance and repair of all technical equipment (P.A & lighting systems).
5. To work with the venue management team to lead, inspire and develop your student staff teams. 

6. To deliver high standards of customer care by ensuring customers are served in a pleasant, friendly and efficient manner.
7. To display all products as directed and keep shelves/cold cabinets fully stocked. In particular to help with running promotions and evaluation of such promotions.
8. To undertake the cashing up procedure and other agreed financial obligations paying particular attention to the security of cash.
9. To undertake the full range of cellar work, including changing barrels, stock rotation, line cleaning etc.
10. To receive, check and sign for deliveries, ensuring the security of stock.
11. To assist through the Line Manager Structure with the evaluation of proposed changes to services, products, and systems, and assist in the implementation of agreed changes.
General Duties 

1. To provide administrative duties as agreed by your Line Manager, and to monitor follow up action required.
2. To have a flexible approach to work and to undertake any reasonable duties which may be required.
3. To provide a central point of reference and support for all Union records, data and archiving relating to Venues.
4. To aspire to the highest standards of customer care at all times, identifying and responding to customer needs.
5. To work within the guidance of the Unions Health and Safety policy ensuring a safe and secure environment for all.
6. To carry out any duties deemed appropriate by your Line Manager.
PERSON SPECIFICATION
	CRITERIA
	ESSENTIAL
	DESIRABLE

	QUALIFICATIONS, TRAINING AND EXPERIENCE
	
	

	Previous experience in a similar field 
	√
	

	Experience of managing projects
	√
	

	Demonstrable experience of working on own initiative 
	√
	

	Experience of running events
	
	√

	Personal Licence holder
	
	√

	SKILLS, KNOWLEDGE AND ABILITY
	
	

	Ability to act as a licensee 
	√
	

	Knowledge of legal and operational requirements of a venue
	
	√

	Competent in general venue maintenance 
	
	√

	Knowledge of venue sound and light systems
	
	√

	Understanding of product merchandising 
	
	√

	Knowledge of venue health & safety requirements 
	√
	

	Awareness of leisure industry standards and ability to apply them 
	
	√

	Computer literacy (word, excel, access and e-mail management)
	√
	

	Able to communicate effectively with people at all levels 
	√
	

	Able to represent the Union to staff and external contacts in a professional manner
	√
	

	Able to overcome hurdles and problems in a constructive manner
	√
	

	Able to demonstrate strong personal organisational skills 
	√
	

	Keen attention to detail skills 
	√
	

	PERSONAL ATTRIBUTES AND ATTITUDES
	
	

	Self motivated and self reliant
	√
	

	Flexible and adaptable
	√
	

	Team Player, supportive and cooperative 
	√
	

	Proactive in identifying improvements
	√
	

	Tactful and diplomatic
	√
	

	Demonstrates high standards of integrity
	√
	

	Understands and is committed to the Union’s student focus and democratic values. 
	√
	

	Hold a full UK driving licence and posses own transport
	√
	


** If candidates do not meet the person specification for this role, additional training may be offered. Candidates should be prepared to undertake this training if successful in their application. 
Closing date:  

15th March 2013 (4 pm) 
Interviews:      

19th March 2013   

Postal applications to:    
Vicki Patterson (TDM)





Human Resources Administrator





Staffordshire University Students’ Union 





College Road

Stoke-on-Trent 
ST4 2DE 
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