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New Continental Llp

Assistant Venue Manager (with specific responsibility for restaurant) 

Job Description

New Continental Llp is the organisation which runs The Continental Pub / restaurant & arts venue. The venue holds a strong restaurant offer specialising in seasonal and regional British food. The venue’s bars stand out in Preston as a specialist, free-of-tie bar offer with a wide range of quality drinks, with the venue’s wines provided by award winning D. Byrnes of Clitheroe. Particular attention should be paid to the range of continental beers and cask ales. The pub recently won the George Lees trophy as West Lancashire Camra’s ‘Pub of the Year’, and we are in the Good Beer Guide 2010. 
Key to our operations is They Eat Culture, the arts organisation which runs the arts events in the venue & also manages the marketing account for the venue as a whole. They Eat Culture operates from the offices above the Continental & is an arts and culture development organisation which runs several projects across Preston and Lancashire alongside the Continental’s programme. 

The Assistant Venue Manager role is central to the daily operation of the venue, and is directly responsible to the General Manager, and responsible for general FoH, Bar, and Premises operations, with specific responsibility for FoH. 

The Assistant Venue Manager is central and key to all operations, and liaison across Management, Kitchen, and Events is crucial to the role. The Assistant Venue Manager is a junior member of the management team. 
Partners in New Continental Llp are Ruth Heritage & Jeremy Rowlands. 
Job Details
The Assistant Venue Manager is responsible for the day-to-day operation of the venue. 
The Assistant Venue Manager is managed by the General Manager, who oversees the roles and responsibilities with the expectation that the Assistant Venue Manager will be a self-starter able to take responsibility for the day-to-day management of these tasks.

It should be noted that the split of responsibilities will generally fall into the General Manager taking responsibility for the overall administration of the venue, and the Assistant Venue Manager taking responsibility for the daily operations of the venue. 

Hours of Work:
Minimum 45 per week

Holidays: 

28 days including bank / statutory holidays 

Starting Salary:
£19000

Additional Value: 
Live in accommodation available if required at low rate
Roles and Responsibilities 
1. Assistant manager for daily running of the venue
2. Management of restauraunt

3. Knowledge of Bar & Cellar
4. Potential DPS
5. To promote the statutory objectives of the licensing act 

a. The prevention of crime and disorder 

b. Public safety 

c. The prevention of public nuisance
d. The protection of children from harm 

6. Overseeing floor and bar duties
7. Responsibility for cash and transactions including cashing up and banking 
8. Opening and closing in conjunction with General Manager
9. Ensuing quality and standards are maintained in all aspects of the venue
10. Direct & close working with 

a. General Manager

b. Kitchen
c. FOH / Bar staff
d. Maintenance Staff
e. Events

f. Accounts
g. Partners
11. Creating & maintaining paperwork in conjunction with General Manager relevant & necessary (such as check forms) for daily running including

a. Staff handbooks

b. Rota

c. Cleaning

d. Bar & FoH duties 

e. Instruction manual

12. Staffing, in conjunction with General Manager
a. Restaurant, FOH, Bar and Cleaning
b. Staff supervision and team building including team meetings
13. Acting as key communicator between management and staff 
14. Ensuring the mission, values, customer service quality, and brand of the Continental and partner organisation They Eat Culture are filtered to staff and customers

15. Overseeing all stock inc. restaurant

a. Direct responsibility for bar & premises

16. Maintaining Epos system, including

a. Till display
b. Pricing

c. Stock Control

d. Security

17. Weekly and monthly sales report and analysis in conjunction with General Manager
18. Overseeing daily buildings upkeep & maintenance 

19. Working in conjunction with General Manager to oversee larger items of maintenance 

20. To maintain, administrate and enforce (in conjunction with General Manager) all policies ie Risk Assessments, Hygiene, Child Protection, Fire Safety, Public Safety, Health & Safety, Equality, etc

21. Overseeing Premises input into events

a. Hospitality

b. Setup

22. Managing bookings diary for hospitality and private functions, including liaison with events
a. Developing new hospitality offers in conjunction with General Manager and They Eat Culture (Marketing & events)
b. Developing and managing food and drink festivals
23. Direct input into venue marketing and promotion in conjunction with General Manager and They Eat Culture (events and marketing)

24. To oversee (in conjunction with the General Manager) all personal venue related administration including online and offline communication and documentation. 
