Bournemouth Electric Club
Club Manager
JOB DESCRIPTION
The Club Manager is responsible for the cost-effective and successful operation of the club and be responsible for ensuring that the club is operated as an efficient and profitable business. This will involve the day-to-day running of the club, organising and promoting events, developing the club's marketing strategy and attract new clients and retaining existing club members.
SPECIFIC DUTIES:

· Liaising with the management committee and attending meetings of the club’s Management Committee as an ex-officio member of that Committee.

· Ensure compliance of all detailed regulations pertaining to all current Liquor; Food Hygiene; Health & Safety; Fire Prevention legislation; Music; Singing and Dancing licenses. 

· Co-ordinate bookings and supervise the hire of Club facilities (e.g. Function Room and Sports Pitches) including the setting out of equipment as required (e.g. skittle alley; tables; chairs; etc). 

· Supervising of all staff in respect of day to day operations. This will involve recruitment; training; motivation of your team; work rotas, oversee and enforce dress code as applicable and conduct annual staff appraisals on behalf of the Management Committee. 

· Responsible for ensuring high standards of cleanliness are maintained throughout the club's premises (including the bar; catering equipment and working areas; customer areas; toilets; changing rooms, showers and skittle alley).

· Hands on management; working behind the bar and during functions to ensure the smooth running of the venue 
· Responsible for ensuring that all assets of the Club (including buildings; sports pitches; equipment; furniture; fixtures and fittings) are maintained in good and safe condition. And secure against intruders at all times when not in use. 
· Responsible for ensuring the clubs opening/closing times are covered by club manager/senior bar person. 
· Organise and publicise functions and promoting activities as directed by the Management Committee to meet customer demand and generate revenue. 

· Responsible for cellar management: overall stock control and oversee the ordering/collection of stock from suppliers as necessary. Work with an independent stock taker to ensure no discrepancies
· Complete weekly sales/expenditure sheets and bank cash; from bar tills and coin operated machines; (including gaming machines/Juke box) as directed by the Club Treasurer.
· Maintain club membership.

· Actively promote and maintain a policy of ‘Customer Care’ in dealings with members, guests and private hirers.

· Maintain a “Good Neighbour” policy with local residents.

· Act as the point of contact in the event of an incident or emergency. 

SUPERVISION:
The Job Holder will report to the Chairman of the Bournemouth Electric Club Management Committee officers, i.e. Chairman, Secretary and Treasurer and will be accountable to the Management Committee acting on behalf of Club Members.
Review to be held after three months in-post and then every six months.
QUALIFICATIONS/EXPERIENCE:

· Managerial experience within a Private Member’s Club or similar environment.
· The ability to use a personal computer (knowledge of Microsoft Word and Excel would be an advantage). 
· Knowledge of current Health & Safety at Work legislation.
· Current Food Hygiene Certificate is desirable, although appropriate training will be given if required.
SKILLS AND PERSONAL QUALITIES

· Enthusiastic; friendly and approachable manner.
· Honest and trustworthy.
· Good organisational & planning skills
· Good financial and numerical skills.
· Excellent communication skills.
· Tactful, but firm when dealing with difficult customers.
· High motivation and the ability to work well under pressure.
· Current full driving licence would be desirable.  
PROPOSED TERMS AND CONDITIONS:

Legal Employer:
Southern & Scottish Electric t/a Bournemouth Electric Club Sports & Social Club.
Responsible to:
Bournemouth Electric Club Sports & Social Club Management Committee officers.

Salary:

Negotiable.  Paid monthly in arrears.

Pension:

 No pension scheme.
Basic Working Week:
40 hours. Due to the nature of the work flexibility will be required.
Holidays:

Four Weeks per annum (April to March).

Period of Notice:
1 calendar month on either side.

