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Venue Staff - Job Description

Job Title:

Venue Staff

Responsible to:
            Venue Staff
Line Manager:

Claire Delaney / Andy Meakin
Main Purpose of Job

To provide excellent customer service whilst diligently performing duties required of you by your Venue Supervisor, Assistant Venue Manager or the Duty Manager. 

Feedback of issues and complaints to the Venue Supervisor is vital. This ensures we continue to meet and exceed our customers’ expectations. 
Main Duties

As a member of Venue staff you may be required to undertake any of the duties outlined below:
Bars

1. Assist the Venue Supervisor in preparing the bar for opening.

2. To serve customers in your allocated section of the bar in a friendly and courteous manner.

3. Accurately take cash for drinks served and ring through on your designated till. 

4. To be aware of the Union’s drinks promotions and offers.

5. To ensure that customers are served in accordance with licensing laws, which you will be made aware of in your initial training.

6. To report any problems encountered whilst serving customers to your Venue Supervisor.

7. To stock the bar as instructed.
8. To keep your work area clean and tidy during trading hours.

9. To collect and wash glasses as required for your bar.

10. To help ensure the entire bar area is kept clear of rubbish and tables etc. are regularly cleaned.

11. To assist the Supervisor with the End of Night Procedure; cleaning the bar and associated areas ready for its next use.

Food
1 Assist the Venue Supervisor in taking food orders for the bars.

2 To serve customers in a friendly and courteous manner.

3 To accurately be able to give customers any information regarding our food products.

4 To always ensure a table number is taken from the customer to ensure food is delivered to the correct recipient.

5 To always offer “add ons” where available i.e chips/salad to ensure good customer service and to maximise revenue.

6 Accurately take cash for food served and to give the customer there food receipt.

7 To ensure where possible of our aim to deliver the customers food within 15 minutes after the order is taken.

8 To ensure food is delivered as soon as it is cooked and taken to the designated table in a professional manner.

9 Once a table has finished eating ensure tables are cleared quickly to ensure the customers enjoy their dinning experience.

10 To report any problems encountered  whilst serving our customers to your venue supervisor.

Entry
1. Assist the Venue Supervisor in preparing the entry point for opening.

2. To greet customers upon entry into the building in a friendly and courteous manner.

3. To take payment of the correct door charge for the particular event/customer, ensuring a Loughborough NUS ID is recorded where available, and platinum cards are checked against ID to ensure validity.
4. To be aware of the entrance policy and the current banned list.

5. To report any concerns or issues to your Venue Supervisor and pass on any customers who do not meet our entry criteria.

6. To be knowledgeable of our weekly entertainment programme.
7. To keep your work area clean and tidy during entry.

8. To assist the Supervisor with the End of Night Procedure; clearing away entry equipment, signage and any rubbish.

Cloakroom

1. Assist the Venue Supervisor in preparing the cloakroom(s) for opening.

2. To maintain customer service levels throughout the night, to ensure a professional image of the building is presented.
3. To charge customers correctly for the facility and ensure that the ticket given corresponds to the item the customer is leaving with us in the cloakroom.

4. Ensure that upon collection, the correct item is given to the correct person.

5. To always observe the policy of “no ticket, no coat, no exception” and report any customers who are trying to claim an item without a ticket to the Venue Supervisor.

6. To assist the Venue Supervisor with the End of Night procedure; clearing away cloakroom equipment, signage and labelling any remaining items.

Occasional Duties

· To assist in the preparation of the building for an event, including moving furniture, collecting rubbish, sweeping floor areas and wiping down tables.
· To have full knowledge and understanding of the evacuation procedure and in the event of an evacuation perform those duties required of you in a timely manner.
Venue Information

· The Union forms one of the largest and best developed Entertainment Venues in the Midlands. The capacity is just over 3400 and we are frequently full more than twice a week and very busy on other nights.
· We enjoy 3am licences 6 nights per week and a late licence on a Sunday.
· The Venue takes in excess of £2.3m per annum across its bars, doors and cloakroom.
· There are two main dance venues, five large bars and three smaller bottle bars.
· On a typical busy night we will employ approx 70 members of Venue staff, 20 security staff, as well as Crew and DJ’s.
· The permanent staff complement forms the management team, which currently includes a Venue Department Manager, Two Venue Managers, Ents Manager, TWO Ass Ents manager and a Cellar Manager.
· The programme of Entertainments is the responsibility of the Entertainments Manager and their team. There is substantial entertainment on offer almost every night of the week.
· The Union also operates bars during the day, but they are generally much quieter except at exam periods (approx 4 weeks a year). Out of term-time things are relatively quiet, but there is still some trade through conferences and special events.
· We have excellent coverage of the venue by CCTV. We also operate with a personal radio system, mainly for security staff.
Rewards & Benefits
· Pay starts on a fixed rate that is currently £5.35 per hour. A limited amount of soft drinks are provided whilst on duty.
· Holiday Pay is accrued at a rate of 1/12th of total hours worked. 
· Free entry to events and selected discounts at the Union Shop, there is a guest list for this, which you need to produce your union card as ID  AND THIS IS ONLY FOR YOU PERSONALLY.  This is a benefit that you ONLY RECEIVE while working for the venue as soon as you STOP working for us this benefit will be taken away from you
Additions to Terms & Conditions of Employment

· Staff in the Venue Department MUST work a main night – which is a Wednesday or a Friday on a weekly basis.

· Staff in the Venue department who normally work Saturday nights are required to work the last Thursday of each term, and not their regular Saturday night shift that week.
· Venue staff are supplied with Union shirts, which must be accompanied by either black trousers/jeans/combats/skirt and dark footwear.  Failure to comply with this may result in disciplinary action.
· The Venue department operates a “black mark” system.  Black marks are issued for such things as lateness, missing shifts, short notice absence, till variance above £2.50 per every £1000 etc.  If you accumulate 3 black marks formal disciplinary action will commence.
Further Information

· Most staff enjoy working in the lively environment of the Union.  You will gain valuable experience in many areas, including: working in a team; communication skills in difficult situations; staying calm and focusing on the task when under stress; customer care; and life preservation skills.

· As a member of Loughborough Students’ Union staff you are expected to help regulate the behaviour of others.  We therefore expect that staff in our department adopt high standards of personal behaviour and responsibility at all times.  Becoming involved in incidents of rowdiness, vandalism or personal violence are incompatible with being a member of Venue staff, regardless of when and where these incidents take place.

I have received a copy of the above Job Description and Terms and Conditions of Employment and confirm my acceptance of their content.

Signature _________________


Date ___________________

Print Name ________________
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