JOB DESCRIPTION FOR PUB MANAGER, THE RAILWAY ARMS
CORE RESPONSIBILITIES

· Assist with the promotion of The Railway Arms to ensure recognition as a community operated pub, liaising with the Saffron Walden Community Pub Ltd Committee and Business Manager.
· Overall responsibility for all staff to create a welcoming environment and correct ambiance, which will contribute to achieving the highest professional standards.

· Undertake administrative tasks efficiently and effectively (with part-time assistance from the Business Manager).

· Cash management and reconciliation with accuracy and high levels of security,

· Awareness of changing legislation relevant to the business, particularly with regard to Food Handling Standards and Health and Safety.

· Liaise with Business Manager and the Committee concerning the development of menus.

· Adhere to Health & Safety regulations within the workplace and to ensure that all staff adhere to the same.

MANAGEMENT OF STAFF

· Assist and advise with the recruitment of staff, ensure induction and continuous training of all staff to improve levels of knowledge, confidence and ability.

· Carry out annual appraisals and regular Health and Safety training and record in individual files.

· Establish acceptable standards of discipline as agreed with the Business Manager and Committee and apply these with fairness and consistency, without inhibiting innovative thought and contributions.

· Prepare and monitor staff rotas to meet business needs, providing adequate cover at all times.

· Mentor staff when appropriate, observing confidentiality of all spoken and written personal information.

· Ensure that all staff are made fully aware of all forthcoming events, promotions and menu changes.

· Ensure that all staff members are punctual and that their duties are carried out to a high standard.
OPERATIONAL RESPONSIBILITIES

· Assist the Business Manager and Committee with the preparation of annual budgets and staffing levels, adhere to these and encourage staff to be aware of the parameters.

· Ensure that all systems, including the building, equipment and fixtures are effectively maintained with high standards of cleanliness, safety and security.  Create and maintain a 24hour contact list of emergency service providers.  

· Liaise with outside contractors and suppliers. 
· Ensure that all invoices are carefully checked against delivery notes and any anomalies resolved with the supplier before payment.

· Prepare staff wages. 

· Carry out Health and Safety assessments, etc.

· Adhere to stock control procedures and ensure that all staff adhere to these.

· Ensure and accept responsibility for the resolution of all challenges and enquiries directed to you by customers and staff, whether resolved personally or with assistance.

· Ensure that the agreed opening and closing procedures are completed in accordance with the checklists, policies and procedures.

LIAISON, COMMUNICATION AND MEETINGS

· The Business Manager will be your immediate point of contact and operational supervisor.
· Liaise with committee on a regular basis, recognising when small issues could escalate into a more complex problem.

· Complete and submit agreed monthly reports to Business Manager and Committee.

· Establish and maintain effective internal communication systems, organising regular staff meetings to encourage their views and feedback.

PERSON SPECIFICATION

· Must understand the needs of the community and to re-establish The Railway Arms as a fantastic, traditional pub within the area and that the inside is shared with the community for events and meetings.
· Must possess strong organisational and communication skills, combined with energy and determination to achieve high standards of service.

· Ability and personality to lead and motivate varied personalities and teams with a consistent and positive attitude.

· Trustworthy, well groomed and articulate.

· Ability to resolve disputes, recognise effort and maintain high morale, to ensure low staff turnover.
· Interest in latest technology and how it could benefit the business.

· To lead by example at all times and abide by staff rules as agreed with the business manager and committee.
