Job description for Duty Manager @ Urban HQ
 
Summary 
Job title   Duty Manager/shift supervisor  
Reports to  Operations Manager 
Location  Urban HQ, Llys Glas, Alexandra Road, Swansea SA15AJ 
Salary £13.98 per hour, 28 hours per week (with variable hours to increase to 40 hours per week when required, this will include some weekends and evenings) 
 
General specification 
The Duty Manager will assist the Operations Manager in driving Urban HQ forward; ensuring it aligns with our ideals as an organisation and working efficiently and honestly towards making the project a success. The Duty Manager will oversee the venue when on site. 
The position is a serving role.  
 
Responsibilities 
Specific tasks will include: 
· Working closely with the General Manager and team (including liaising closely with any other Duty Managers to ensure consistency), both front and back of house, in a positive and professional manner at all times for  Urban HQ 
· Be the responsible person on site to oversee the daily operation of the venue, including being the responsible person for health and safety (including fire safety) and security 
· Opening and closing the venue and ensuring it is kept secure 
· Oversee quality control on a daily basis for the venue as a whole 
· Following health and safety guidelines, 
· Deal with any customer complaints, comments or feedback calmly and professionally and discuss with Operations Manager where appropriate 
· Ensure that daily and weekly checklists are being completed appropriately to a high standard 
· Oversee all staff on site and delegate appropriate tasks. 
· Take photographs / make regular social media posts (or ensure that this is being done) across all platforms.
· Greeting customers on arrival, and introducing them to menus, and explain what Urban HQ can offer, and answering queries. 
· Taking orders accurately and efficiently, ensuring they are delivered to the kitchen with appropriate allergy information and delivering completed orders to customers in a timely fashion.
· Assist with the set up and ensure the smooth running of any special events held in the venue, which may include manual handling and lifting 
· Rectification of till each evening when on shift and keeping float in order 
· Banking surplus cash promptly 
· Ensure cafe counter, back bar, dishwash area is always clear, clean and orderly, including ensuring that refuse/recycling is regularly taken to the bin store 
· Monitor stock levels and date rotation in front of house and stock room to ensure adequate supplies are available. Maintain the stock room in a clean and orderly way.
· Perform Barista and bartending duties, serving hot and cold drinks, snacks and cakes. Training will be provided where necessary. 
· Assist with organizing cover for foh and boh as needed
· Ensure all staff log hours and maintain punctuality and report any issues to Operations Manager. 
· Ensure all staff comply with the staff handbook and discuss with the Operations Manager should any areas need further clarification. Discuss the key aspects of the staff handbook with new staff (notably the values and dress code sections) 
· Ensure all new members of staff have correct training and identify with the Operations Manager any shortfalls so that these can be rectified 
· Ensure all front of house health and safety records are kept up to date and filed accordingly. Discuss any areas of concern with the Operations Manager 
· Ensure that after fire alarm tests are conducted the gas and boiler are checked and reset accordingly as needed
· Ensure the bin store is kept in an orderly fashion, trouble shoot and report any issues to Operations Manager. 
· Ensure public seating/ tables (inside and out) are always clean and orderly 
· Ensure toilets are regularly cleaned and stocked with necessary items (daily checks) and records kept accordingly 
· Ensure the internal windows are cleaned quarterly and the windowsills are wiped and cleaned regularly 
· Ensure courtyard area is kept clean and tidy – ashtrays emptied daily (and in a fire safe manner), that the area is litter picked, and plants kept watered.
· Ensure that regular checks on equipment are undertaken to ensure they are safe and that bolts are tightened where required (remove any items from the café if they are damaged and report to Operations Manager) 
· Ensure all kitchen health and safety records are filled by Chef/Kitchen Assistant and filed accordingly. Discuss any areas of concern with the Operations Manager 
· Ensure SFBB and COSSH records are up to date and filed 
· Attending regular meetings with the Operations Manager and the Chef to discuss operational issues, menu changes, events, staffing issues and other issues to ensure that the working environment remails a positive and constructive workplace. 
· Work in the kitchen assisting the head chef with general preparation and kitchen tasks, and following recipes, must be comfortable handling food
· Staff off-site events, such as, but not limited to, market stalls and pop-ups


The above description is not an exhaustive list – there will be other tasks and activities that you may be required to undertake that are within your capability and pay grade. 
You will be managed and supported by senior members of our team throughout, and on the job training will be provided to familiarise you with our systems and approaches if required.  
Further information on personal qualities, our values and what we expect from our staff can be found in our staff handbook, which can be forwarded to you separately. 
 
Person specification  
We want to work with people who understand and will uphold our values and fit with our culture.  
In all instances we expect everyone who works with and for us to maintain the highest standards of equalities, to act with integrity and maintain high professional standards.  
And we expect people everyone who works for us to value wellbeing and kindness.  
We want people to work with us because they ‘get’ what we do and what we are aiming to achieve, and who want to be a part of that.  
We aren’t a typical business and, whilst the right technical skills and experience for this role are essential, we expect all our colleagues to reflect our culture and purpose-driven approach.  
The nature of our work can be eclectic. At times we are all “Chef’s and glass washer’s” – that’s the nature of the world we operate in, which requires multi-disciplinary approaches, creative thinking, a willingness and ability to find new ways of doing things, and a tenacious and resilient approach.  
We expect all our colleagues to be strong team players and good at collaboration. Direction will be provided, but you will also be expected to be able to work on your own initiative.  

We expect our colleagues to exhibit the following behaviours: 
· Values driven – to support us in seeking to change the world for the better and to align with our culture and values as a company  
· Kind and patient – to value kindness and the wellbeing of others and to be patient and diplomatic in your responses should things sometimes not go to plan  
· Creative and resourceful – the nature of our work requires us all to use creative thinking and resourceful approaches to address often difficult, complex issues  
· Adaptable and resilient – the nature of our work is that we are often trying new ways of doing things, and sometimes having to work it out as we go, so we expect all colleagues to quickly adapt and to be resilient, helping to find solutions if problems arise  
· Collaborative – almost everything we do involves some element of co-production, whether internally or with our clients and we expect all colleagues to be team players  
· Diligent – you will have to work on your own at times and whilst you will have direction, we expect you to be able to use initiative and work without continual supervision  
· Multi-tasking/prioritisation – the nature of our work means that you will need to be good at time management, deciding what to focus on and when.  You will need to be a can do person who is good at problem solving and thinking on their feet. 
· Represent Urban HQ in a professional and respectable manner. 

In summary, we expect all our colleagues to be: team players; able to work on their own initiative; value driven; kind and patient; creative and resourceful; tenacious; adaptable and resilient; collaborative; diligent; good at multi-tasking; focused; and punctual.  

We understand none of us are perfect, but we like to think we are constantly striving to such aims and we expect all our colleagues to try as hard as each other too.  
 

