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	JOB DESCRIPTION

	Post Title:
	Food and Beverage supervisor
	Service / Section: 
	Economy and Culture:
Venues Management

	Version Date:
	22/04/2025
	Grade:
	G03

	Location:
	Venue Cymru, Llandudno
	Job Evaluation Number: 
	SL2605

	Responsible to:
	Conference and Bars Manager and Restaurant and Café Manager
	Responsible For: (Staff)
	Supervision of F & B Assistants whilst on duty

	Job Purpose:

	To assist the team in the delivery of the Food and Beverage service at Venue Cymru and to assist in the smooth running of events 

This role is operational and customer facing and you will work on a shift basis in the Restaurant, Bars and Conference and Banqueting sections.


	Duties and Responsibilities - Job Specific

	1.
	To work in all areas of the Food and Beverage service ensuring that all staff are being continually trained for the roles they are doing and recording of the training as appropriate.

	2.
	To be customer focused at all times, approachable and quick to exceed expectations in fulfilling customer needs.

	3.
	Establish sound working practices with the conference and events teams and maintain a co-ordinated approach to customer care.

	4.
	To assist in the planning of allocation of staff to duties, to cover all areas of the catering service.

	5.
	To co-operate with all team members and undertake duties in hospitality areas as requested to ensure that an efficient and effective service is delivered at all times.

	6.
	To supervise food and beverage staff to ensure smooth operation each day including making sure that rooms are fully cleared down and re set for the next use.

	7.
	To ensure all cash handling procedures are followed and any discrepancies are fully investigated and reported to the Food and Beverage Manager.

	8.
	Maintain a strong relationship with internal teams and keep them informed of any issues which may affect service and ask them for help if necessary.

	9.
	To supervise the team in ensuring cleaning schedules are followed and all areas have the highest hygiene standards at all times as laid out in the Food & Beverage departments procedures.

	10.
	To ensure all the Food & Beverage staff delivers excellent customer service ensuring all areas are kept clean and well stocked at all times as stated in the Food & Beverage departments procedures.

	11.
	To assist in the training of new members of staff ensuring they have completed all their mandatory training as required and this is recorded appropriately.

	12.
	To be aware of and implement procedures as laid out in the Food & Beverage departments HACCP file, ensuring compliance at all times.

	13.
	To supervise the team in ensuring stock rotation is carried out adhering to correct procedures whilst working on the bars and to ensure all areas are clean and well stocked.

	14.
	To follow the procedures for receiving deliveries and report any issues to the Food and Beverage Manager

	15.
	To assist with the departmental stock takes.

	16.
	Work closely with the Front of House section to deliver a co-ordinated approach to customer care ensuring that the food and beverage team are fully committed to the approach.

	17.
	To minimise operating costs by using all equipment and products in accordance with company and manufacturing guidelines

	18.
	Whilst working on an event to liaise with the kitchen ensuring you have complete and accurate information and problems can be reacted to.

	Duties and Responsibilities – Corporate

	1.
	To be responsible for establishing good working relationships both internally and externally and providing excellent customer service.

	2.
	Compliance with the Authority’s Policies and Procedures and to make known to Senior Officers any areas which are not adequately covered.

	3.
	To participate actively in supporting the Authority’s principles and practices of equality of opportunity as laid down within the Equality, Diversity and Inclusion Policy.

	4.
	To be responsible for the application of Health & Safety practices and risk assessments within the daily operations, sharing a common responsibility for Health & Safety across the department, directorate and Authority as a whole.

	5.
	Employees will be required to give certain information relating to themselves in order that the Authority may properly carry out its duties, rights and obligations as an employer. The Authority will process and control such data principally for personnel, administrative and payroll purposes.

	6.
	As a term of your employment and in order to maintain effective departmental operations, you may be required to undertake any other reasonable task, commensurate with your grade, as determined by your Line Manager or Head of Service.

	7.
	Conwy is committed to safeguarding children and vulnerable groups. All Council employees are expected to be aware of the Corporate Safeguarding Policy and their responsibility to report any concerns in the appropriate manner and timescales.





	PERSON SPECIFICATION

	Please Note: In order to be shortlisted for this post you must demonstrate that you meet all the criteria ranked as E - Essential unless it states in the “How Identified” column that it will only be tested at Interview, via a Test or Presentation. Please ensure you tell us in your application how you also meet any Desirable criteria.

	Requirements
	How Identified
	Essential 

	Desirable

	Qualifications and Experience

	A good standard of general education (such as 5 GCSE’s or equivalent).
	Application form 
Interview
verification
	E
	

	Previous experience in a Food & Beverage operation, in a similar role.
	Application form 
Interview
	E
	

	The ability to hold a Supervising Food safety Level 3 qualification and Food Allergens Level 2 within 6 months
	Application form 
Interview
verification
	E
	

	Must have attended or willing to attend the Safe Sale of Alcohol Awareness and the BIIAB Level 2 Cellar Management courses
	Application form 
Interview

	E
	

	Job Related Knowledge and Skills

	Previous Experience of till/Cash reconciliation and accuracy in working with / balancing cash, for multiple tills, handling large amounts of cash.
	Application form 
Interview
	E
	

	Basic knowledge of Health & Safety procedures
	Application form
Interview
	E
	

	Must be able to organise and instruct staff and to have a commitment to equal opportunities and managing diversity.
	Interview
	E
	

	The ability to communicate effectively.
	Application form
Interview
	E
	

	IT skills in Outlook and Word to be able to send and answer emails and utilise the restaurant booking system, tills etc.
	Application form
Interview
	E
	

	Ability to adapt to changes on a shift so as to deliver the required service standard
	Application Form
Interview
	E
	

	The ability to communicate in English is essential.
	Application form
Interview
	E
	

	The ability to communicate in Welsh at level 4 for speaking & level 1 for writing / reading is essential. Please click here for level guidance. 
	Application form
Interview
Test at interview
	E
	

	Personal Qualities

	Must be able to organise and instruct a team of staff (permanent and casual) 
	Interview
	E
	

	The adaptability and commitment to be flexible in the approach to all duties required in a busy fast moving operation 
	Interview
	E
	

	The ability to deal with a wide variety of individuals and act smoothly in a polite, calm, confident and efficient manner in all situations.
	Application form
Interview
	E
	

	A good team player with a commitment to personal and professional development
	Interview
	E
	

	To adhere to and make decisions in line with pre-set policies and procedures
	Interview
	E
	

	A commitment to the provision of a high level of service in the Food & Beverage provision
	Interview
	E
	

	Other Requirements

	Must be well presented and able to represent the venue in a front line capacity
	Interview
	E
	

	Applicants must be able to undertake the range of duties as described within the job description (which will involve twisting, lifting and bending) and be able to work evening and weekends.
	Application form
Interview
	E
	



Review Date/Right to Vary
This Job Description and Person Specification is not intended to be an exhaustive list of duties. The Authority reserves the right, after appropriate consultation with you, to vary your duties and responsibilities within the parameters of your grade and occupational competence in order to respond to changes in the needs of the service but all changes must:
· Be referred back to Job.evaluation@conwy.gov.uk for analysis/audit
· An updated copy placed on to all relevant staff members personal files to ensure version control

 Version Control Date:   ………………………..........................................................
   
[image: employer_w (004)][image: employer_small (004)]
Cyngor Bwrdeistref Sirol Conwy County Borough Council
Job Description and Person Specification V1 2023
Post Tile:
image1.jpeg
CONWY

CYNGOR BWRDEISTREF SIROL
COUNTY BOROUGH COUNCIL




image2.jpeg
383 hyderus o
B ran anabledd

g





image3.png
disabilit
as conﬁde'x":\yt

EMPLOYER





