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	Job Evaluation Code
	2236



	Job Title
	Shift Leader (Hospitality) 

	School/Directorate
	Campus Services

	Job Grade
	3

	Career Pathway
	Administrative Support



Organisation Structure 
	
Insert Org Chart if available

	Post Responsible To
	Delivered Hospitality Manager

	Posts Responsible For
	



Job Purpose
	
The University’s Catering, Conferencing & Events Team, which provides a diversity of services to students, staff and visitors, including Hospitality, vending, bars, cafés, meeting rooms and banqueting, is located throughout the University.

This post is primarily concerned with assisting in the day-to-day preparation, delivery and provision of delivered hospitality services across the University buildings, including ensuring the delivery of quality service, cost effective, efficient supervision of Hospitality staff, drivers and deployment of physical and human resources across Hospitality.  

It is expected that the role holder will take leadership of event service in providing high standard of product information, customer service and ensuring event team are following agreed standard operating procedures.  They will support the Delivered Hospitality Management Team in achieving cost effective deployment of physical and human resources across Events.  The post holder will have experience in the delivery of large dinners, catering services for Conferences and Events, delivery of hospitality to meeting rooms.

The post will involve regular attendance outside normal working hours (evenings, weekends) and requires the postholder to be able to manage their own time, without supervision, to support the achievement of the department’s goals.




Duties and Responsibilities
	Key Duties

1. To assist and supervise the provision of both Hospitality food and beverage services across the University in line with operational standards.  Ensuring the delivery of exemplary customer service to students, staff members, visitors, guests and all users of the University facilities served to the highest standards of quality and presentation.  Supervising Hospitality staff serving alcohol, meals and beverages to guests and checking with organisers that venue catering is correctly set up.
2. Ensuring that designated operational areas are correctly prepared, supervising the food and drink service of such operational activities and ensuring the smooth delivery of these services and that the facilities are clean and in good repair.  This will include providing food and beverages at the required times, dealing with any queries arising during the course of any booking and ensuring that adequate stocks are available in sufficient quantities for each booking.
3. Supervision of the clearing and cleaning of operational areas prior to any event commencing and after service and cleaning of the designated areas, such as washing up area and public areas in accordance with operating procedures and in line with specified standards.
4. To maintain and monitor food and beverage stock items to include stock requisitioning, rotation, product placement and ensure that all operational areas are restocked and secure.  Maintaining acceptable stock levels and undertaking timely stock takes.
5. To be responsible for the security of the outlets stock, fixtures and fittings and to operate and maintain all catering equipment in accordance with departmental procedures and manufacturer’s instructions.  Reporting any faults with equipment or infrastructure to maintenance and line manager.
6. To supervise the handling of cash and credit cards transactions at any cash event, following cash handling procedures and cash register policies, ensuring the safe keeping of cash floats and completion of corresponding documentation.
7. To identify operational problems quickly and implement solutions, to train staff in accordance with departmental procedures and in conjunction with the Delivered Hospitality Management Team.
8. Assisting with the induction of and providing on-going, on-the-job training for new or inexperienced staff.
9. To undertake daily operational checks as directed by Delivered Hospitality Manager and/or Delivered Catering Manager and to provide operational information on request in accordance with departmental reporting standards.
10. Covering other general duties within the scope of the grade during periods of variation in workload or cover for sickness absence both within the usual work or other University operations.
11. Perform other duties occasionally which are not included above, but which will be consistent with the role.
12. To ensure compliance with legal and regulatory requirements in respect of equality and diversity, data protection, copyright and licensing, security, health, safety, environment and wellbeing, financial and other University policies, procedures and codes as appropriate.
13. Compliance with Licensing Act, HASAW 1974, Allergen Legislation and Food Safety Act 1990 requirements in line with Cardiff University Food Safety Policy and all other University Policies, ensuring all paperwork relating to environmental health and food safety is continually updated and submitted when required.
14. As a member of staff with managerial / supervisory responsibilities you will also be responsible for ensuring that University policy and procedures and legal duties are applied within your areas and that appropriate risk assessments are undertaken, necessary actions are implemented and staff within your area are fully conversant and trained in respect of their Health and Safety obligations.
15. To assist in the investigation and preparation of reports / documents on individual projects as requested.
16. To attend and actively participate in all training as identified by Hospitality Manager and Head of Catering, Conferencing & Events.

The role will require a flexible approach to working hours and is 5 days out of 7 (pro rata for part time staff), 





Person Specification 
	Essential Criteria (maximum of 10)

	1. Proven track record of leading and inspiring a team within a busy event / restaurant environment to an excellent standard and methodology, with an understanding/experience of customer service practices.  Demonstrating knowledge of current issues, modern trends, nutrition, allergens.
2. Proven work experience in the following areas resource and logistical planning and people management and stock control.
3. Awareness of and implementation of seasonal factors on menus and experience of local sourcing. 
4. Pleasant and welcoming manner.  Demonstrating experience of working in a customer focused environment with an ability to respond to customer feedback and needs in a polite and courteous manner adapting to their requirements accordingly.
5. Proven experience of good timekeeping and ability to work without direct supervision and to use initiative.
6. Excellent organisational skills; ability to work in a busy and demanding environment, under pressure at times.  Accurately and effectively processing large amounts of customer requests/ operational activities whilst working to tight deadlines.  Working unsupervised, planning and setting priorities for own work and that of others whilst monitoring progress.
7. Proven ability to communicate effectively both orally and in writing.  Experience of working within a team and ability to communicate and follow instructions and procedures.  Delegate work to junior colleagues, supervising them so as to ensure they understand the job, fostering a positive team environment for them, challenging so that they develop professionally and contribute to the enhancement of the work of the team.
8. Proven ability to motivate and lead a team, working well as an effective team member, providing advice, guidance, training and feedback to other team members where necessary.
9. Level 2 Food Safety and Level 2 Health and Safety.  Proficient numeracy and literacy skills with Computer and IT skills, Microsoft word, excel, emails and online calendar.
10. Evidence previous experience in a reasonably wide variety of catering establishments, so as to understand the requirements of the diverse customer requirements and experiences of the University.  Demonstrating a good understanding of restaurant and bar products; must include knowledge on all aspects of food service and basic food production.

	Desirable Criteria (if appropriate)

	1. NVQ in Food Service, Level 1 or 2 or equivalent.
2. Basic Supervisory and management qualification.
3. Experience of working within a similar University environment.
4. Experience of compiling recipes and food costs.
5. Knowledge of environmental and sustainability matters pertaining to food procurement and production.
6. Proven ability to speak/write Welsh or willingness to learn.
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