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THE MERCHANT HOTEL BELFAST





Job Title:

OLLIES MANAGER


Responsible to:
 Food & Beverage Manager


Purpose of job:
To control the department according to hotel guide lines and maximize the revenue of Beverage by consistently providing high quality, professional and well organized service within manning guides and payroll constraints.

This should result in the attainment of pre-determined profit level.

Main Duties
· To ensure the prompt and efficient service of all  beverages to the required standards.

· To ensure that the front and back of the club are clean and well maintained 
· Resolves guest complaints and ensures excellent customer service 
· To ensure that bar is clean and stocked with the stipulated requirements.

· To ensure that barmen are well trained, correctly and smartly dressed and serve their customers in a professional and friendly manner.

· To ensure that reports and administration requirements are submitted in a timely fashion.

· To ensure maximum security in all areas under your control and that staff are fully aware of the importance of key security.

· To take the necessary steps in the event of theft, burglary or fire.

· To ensure that DJ’s are available when required.

· To be familiar with all statutory requirements regarding a beverage operation, and that the conditions affecting the issues of a liquor licence are not jeopardised

· To ensure that an effective table reservation system is in operation.
· To circulate throughout the club maintaining a high profile with customers and staff.

· To be fully aware of trends in the industry and make suggestions for improvement of the restaurant operation.

· To ensure that company and statutory hygiene standards are maintained in all areas.
· Ensure correct cash procedures are followed at all times
· To hold regular staff meetings.

· To attend meetings as required.

· Duty management role as required
Stock Control
· To ensure that regular stock takes are conducted.
· To ensure that profit margins are maintained, agreed costs are not exceeded through effective control systems, including issuing against dockets, sales analysis, and menu costing and cash checks.

· To ensure that consumable and non-consumable goods are ordered, correctly stored 

· Carry out all ordering of stock items ensuring stock levels are in line with business levels using purchase order system
· Liaise with stores man 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 Human Resources on a weekly basis
· Manage allocation of holidays for all employees
Sales & Marketing

· Develop new sales & marketing opportunities for Ollies
· 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
Human Resources
· To hold regular performance appraisals with all staff, identifying areas for development and training needs
· To ensure the disciplinary and grievance process is followed
· To ensure the recruitment process is followed


Training

· To carry out or ensure that regular On-the-Job Training is taking place to agreed standards.
· Ensure completion of training passport for all staff member.
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.

