JOB DESCRIPTION

Job Title:

  ASSISTANT GENERAL MANAGER



Responsible to:
   General Manager
Purpose of job:
Assist and deputise in overall running of Bar
Main duties

Stock Control

· Carry out all ordering of stock items ensuring stock levels are in line with business levels using purchase order system
· Liase with storesman regarding line checks, spillage etc.
· Ensure stock take results maintained in line with financial expectation 
· Carry out regular price checks with suppliers to minimise costs
· Ensure adequate supply of glassware / crockery in line with budgeted spends
· Responsibility for all areas of bar & stock security
Payroll

· Ensure rotas maintained at appropriate level to achieve payroll budget costs
· Submit payroll to payroll clerk on a weekly basis
· Manage allocation of holidays for all employees
Sales & Marketing

· Develop new sales & marketing opportunities for the bar
· Ensure sales & marketing initiatives are carried out in a timely fashion

· Have awareness of market trends / competitors and react accordingly

IT

· Have complete familiarity with key IT bar software ie. I-touch / Streamline etc.
· Maintain till programming in line with menu /  price changes
Performance management

· Deliver performance reviews in line with company performance management processes
· Take part in disciplinary meetings in line with company disciplinary processes
· Observe and action employee grievances in line with company grievance procedures 
· Take part in / host team meetings
· Induct new team members into work environment
· Deliver regular training to team members
· Maximise use of training from outside sources, ie. Suppliers
· Monitor effectiveness of training
Misc

· Be familiar with and adhere to company cash handling procedures for both staff and management
· Be familiar with and adhere to company codes of conduct as outlined in company handbook
· Attend management meetings in line with meetings structure representing outlet
· Actively participate in any training and personnel exercises designed to improve standards and performance levels
· Observe all requirements under Health & Safety regulations and ensure safe working environment for all guests and employees

· Upkeep the company’s equal opportunities policy to ensure a neutral working environment

· Keep staff/work areas tidy, safe & report any hazard, accident or loss or damage to management and observe all requirements under current health & safety regulations

The above is not intended to be an exhaustive list and you will be expected to comply with any reasonable request or duties directed by management.

