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	Job Title:
	Assistant Parish Centre Manager 

	Reporting to:
	Parish Centre Manager (multi site)

	Responsible for in the absence of PCM:
	Parish centre staff 

	Location 
	Working across three Parish Centres 





	Mission Statement
“Taking to heart the last words of the Lord Jesus, we will go into the world to proclaim the Good News to the whole of creation.”




Job Summary
To support the Parish Centre Manager in the day-to-day operation of the parish centre by successfully managing cash, stock and staff and by complying with licensing and statutory regulations, company policy and procedures.
You will also support the Parish Centre Manager with ensuring the long-term sustainability of the Parish Centre by engagement with and provision of services and activities to support the needs of the local parish, communities and relevant charities. 

Main Duties and Responsibilities
Parish Centre Activities 
1. Assist the Parish Centre Manager in the operation of the Parish Centre’s under their control, when rota’d by the Parish Centre Manager, including supervision of operations and employees in the managers absence.
2. To assist in operating the hospitality facilities, including a licensed bar, in an efficient, professional and friendly manner to attract and welcome customers, encourage customer loyalty and operate as a financially sustainable operation, undertaking personally, bar and cellar work where required.
3. To assist in the management of the stocks and club equipment to conform to current Health and Safety and Food Hygiene legislation, wet product supplier and company standards.
4. Assist in ensuring that all cash on site is kept secure and stored in the safe, keep accurate records regarding cash takings and cash kept on site in accordance with the policies and procedures laid down by the company.  
5. To accept responsibility whenever required, for all cash floats and cash takings within the policies and procedures laid down by the company. 
6. Order, record, accept delivery and manage sufficient wet product stocks, cleaning materials and other stock the centre may require enabling effective functioning under normal trading conditions from suppliers who are approved by the company.
7. Check all delivery notes and purchase invoices and to keep them in an orderly and tidy manner ready to be handed over to the appropriate person.
8. Ensure the Parish Centre is maintained in a clean and tidy condition, both inside and out to observe current legislation, attract and welcome customers and encourage customer loyalty and operate as a financial sustainable parish centre and to escalate any problems to your line manager. 
9. Ensure that all intruder alarms are correctly armed whenever the Parish Centre is secured and closed. 
10. Ensure all hospitality areas and products are well presented, stocked and products are effectively displayed and rotated to maximise sales opportunities and financial sustainability, encourage customer loyalty and instil customer confidence. 
11. To assist the Parish Centre Manager to develop and deliver a programme of activities that meets the needs of the local parish, community and local charities by working effectively with the parish priest, parishioners, groups and volunteers.
12. To assist the Parish Centre Manager in putting the safety and well-being of all who access the parish centre at the highest priority. 

Staff Management Responsibilities 
1. Assist the Parish Centre Manager in the supervision, training, and performance monitoring of new and existing staff whilst observing current employment & Health and Safety legislation and company procedures and policies.
2. Assist the Parish Centre Manager in the maintenance of accurate and up to date employment and training records, including hours worked by staff and wages paid, ensuring all payments comply with legal requirements.
3. Assist the Parish Centre Manager in the planning and preparation of staff rotas in accordance with company requirements and to suit the varying activity patterns of the Parish Centres. 

Licensing and Legal Responsibilities 
1. Observe licensing legislation at all times and, insofar as it is possible and safe to do so, ensure members and visitors behave in a safe and satisfactory manner.
2. Ensure that all emergency exits are always kept clear, all locks, chains, bolts etc. are removed and all external security shutters on emergency exit routes are open whenever persons are present on the premises.
3. At all times ensure adequate security of the premises, staff, stock and cash, that all security measures are observed and any faults or inadequacies which could affect security are reported to your employers immediately.

General
1. Where necessary, attend, support and contribute to in house and external training programmes to aid continuous individual development.
2. At all times act in a professional and appropriate manner and actively promote the ethos of the Archdiocese of Liverpool.
3. To undertake such other duties as may reasonably be required of you that are commensurate with your level of responsibility and experience.
4. Ability to independently travel between work sites according to the rota.

Confidentiality
During your employment, you may gain knowledge of confidential matters, which may include personal and/or business-related issues.  Such information must be considered strictly confidential and must not be discussed or disclosed.  Failure to observe this confidentiality could lead to disciplinary action being taken against you.

Data Protection
Where it is a requirement of the job for the post holder to use computers or other information technology, he/she will be required to ensure that security procedures are followed as appropriate and that confidential information for example, passwords, is not communicated to unauthorised individuals.




Safeguarding
The post holder, during the execution of this role, is unlikely to come into regular contact with children and vulnerable adults.  At the date of issue, this role, having been assessed by the Archdiocesan Safeguarding Section, has been deemed to not require a Disclosure and Barring Service check.

Health and Safety
All employees are required by Section 7 of the Health and Safety at Work Act to take reasonable care of their own health and safety and that of others who may be affected by their acts and omissions.

Display Screen Equipment Users
Section 39 of the Employee Handbooks states that employees who, following a suitable assessment, are deemed to be a Display Screen Equipment (DSE) User will be eligible to have an eye test funded by the Archdiocese of Liverpool and, where necessary, financial support towards the costs of lenses.  

This post does require the job holder to habitually use DSE as part of their normal work and therefore is classed as a Display Screen Equipment User.

Voluntary Duties:
During your employment, should you wish to engage with any activities in your local parish community, these are deemed voluntary in nature and must be undertaken outside of your contractual working hours, as they do not form part of your employment with the Archdiocese. 

General Clause:
This job description is not intended to be exhaustive but to indicate the main responsibilities of the post and may be amended from time to time after consultation with the post holder.  Any changes will be agreed in conjunction with the designated line manager. 

Signed by Employee: ............................................................................... Date: .......................................

Print Name: .................................................................................................







Signed by Line Manager: .........................................................................Date: .....................................

Print Name: .................................................................................................








	

Person specification

	Qualifications
	Essential


	
	· Good standard of educational written and verbal ability.
· To have the ability to attain a Personal Licence status within the first three months of employment. 

	
	Desirable

	
	· Personal Licence Holder

	Experience
	Essential 

	
	· Customer facing experience in a paid or voluntary capacity 
· Experience of working within a team as well as under supervision
· Cash handling ability in a disciplined manner
· Experience of completing routine paperwork in a similar role 
· Previous experience working in a licensed trade, catering or leisure industry 

	
	Desirable 

	
	· Experience of staff supervision and training 
· Experience handling the finances and controlling costs of a business
· Experience of promoting a business or leading a project 
· Stock and cellar management

	Skills and Knowledge
	Essential 

	
	· Excellent customer service
· Able to work on own initiative with remote management 
· Able to build and maintain strong working relationships 
· Ability to liaise with suppliers and maintain appropriate stock levels
· Ability to market and promote a business 
· Ability to use IT for day-to-day management of work and communication

	
	Desirable 

	
	· Up-to-date knowledge of licensing regulations
· Fundraising or grant applications

	Personal Attributes 
	Essential

	
	· Flexibility in approach to all aspects of work including hours and days
· Strength of character to be able to deal with all type of issues 
· Approachable and friendly 
· Self-motivated
· Ability to work unsocial hours

	
	Desirable 

	
	· Ability to work across the contracted locations on a weekly rota, and to visit other Archdiocesan sites when required e.g. for training 
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