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Role Profile
	Job Title
	Events Manager 

	Responsible to
	Operations Manager

	Location
	Edgbaston Cricket Ground - 68679

	Department
	Operations

	Work Level 
	In-Unit Level


	This role profile is a guide to the work you will initially be required to undertake. It may be changed from time to time to incorporate changing circumstances, and you may be required to be flexible and perform other duties as required by your manager. It does not form part of your contract of employment.


	Overall Purpose of the Role
To take responsibility and accountability for the planning and execution of events, acting as Duty Manager for multiple events (exhibitions, banquets and conferences).
To liaise with relevant departments and lead and motivate a team with the appropriate skills to ensure budget targets are achieved. To be customer focused and financially astute to achieve company 
and client objectives.
To deputise in the absence of the Operations Manager in accordance with the standards required by Compass Group UK & Ireland.


	Key Responsibilities

	Duties/Tasks
	

	Customer and Client Satisfaction

	· To be polite, professional and friendly at all times with customers, clients and colleagues
· To ensure the highest level of customer care is adhered to at all times
· To demonstrate a can-do attitude towards individual customer requests and strive to exceed customer expectations
· Understand and deliver all contractual terms
· Ensure that all costing and plans for events meet budgetary and client requirements.

· Liaise  with the client to ensure the continual development of the partnership 

· Communicate regularly with client (as agreed)

· Ensure all customer requirements are communicated to all departments in advance to ensure effective planning

· Ensure all client events are delivered to the correct standard and look to up sell to increase revenue

· Demonstrates knowledge of events management with a focus on innovation, standards and market awareness.  Ensuring all events operate to the minimum stated in the onsite SOP manual.

· Ensure that all direct reports are aware of their responsibilities towards our client requirements
· Have knowledge of all location products and able to advise the customer in a professional, helpful manner

	

	Market Leadership

	· To always look out for opportunities to develop our service

· As part of our commitment for continuous improvement and innovation, all colleagues are encouraged to seek ways to improve work activities and promote efficiency

· Communicate openly with colleagues and attend team meetings/briefing sessions as requested by your Line Manager ensuring all relevant information is cascaded as appropriate
· Adhere to good working practices by being able to “think on your feet”, to use own initiative to achieve the end results
· Give full co-operation to any colleague requiring assistance in a prompt, caring and helpful manner
· Support the implementation and monitoring of all company marketing initiatives
· Take responsibility for the logistical planning and costing of event, including suppliers, staff and 3rd party contractors

· Liaise and actively communicate with key stakeholders to identify requirements and ensure project plan is on target

· Escalate issues to Line Manager and identify solutions

· Action plans are completed following consumers satisfaction surveys

· Ensure all customer requirements are delivered in line with the expectation and look to up sell to increase revenue

· Ensure employees consistently demonstrate customer care, selling techniques, merchandising skills and knowledge of current promotions and menus.

· Ensure that labour planning and targets are agreed and met for all events.
	

	Preferred Employer 

	· Be prepared to assist colleagues in a willing and positive manner including assisting with other duties as required, create and maintain a good team spirit
· To promote Compass Group and maintain a positive company image
· Produce and utilise succession planning

· To encourage participation in “Your Voice” and implement action plan

· To liaise with HR/Resourcing to recruit key personnel  in order to maintain standards and lower agency percentage
· Actively continue and pursue personal development to include training courses and involvement throughout the company as necessary
· Demonstrate ability to identify training needs and carry out on the job training (through coaching, support and development)
· Manage the performance of any direct reports.  Ensuring that every team member is given a fair objective performance review and any agreed action is effectively followed up.
· Recommend improvements which you believe would help grow our business and sustain our position in the market place
· Promote the unit and act as a Compass Advocate at all times
	

	Operational Excellence

	· To make sure you are aware of, and meet the legal and Company requirements for fire, safety, health and hygiene
· To promote good safety habits and methods of work
· Demonstrates the ability to perform all tasks consistently to adhere to the specific standard
· To receive stock, store and check for quality and quantity; ensuring that all stock is dated and rotated ensuring deliveries accurately reflect orders placed via Purchase Order system
· Ensure that all relevant location documentation is completed to the agreed standard and time scale and that an effective system is in place for the filing, storage and retrieval of documents
· All purchasing (internal/external) to be recorded on company Purchase Orders and GRL logs to ensure control of all unit expenditure

· Ensure full purchasing compliance of 89 6 5

· Monitor and manage GP for each event 

· Ensure accurate and timely invoicing, inline with the site and compass procedures.

· Ensure cost and sales records are accurately inputted and maintained 

· All food wastage is recorded and minimised (TrimTrax)
· Ensure that any casual departmental support has clear and concise objectives to assist with the smooth running of the department
· Complete labour schedule within the labour budget
· Effectively minimise any agency and overtime spend

· Adjust labour schedule in line with sales/budget

· Analyse and manage effectively all in unit costs

· Ensure budgets are understood and  achieved 

· Ensure all costs are managed effectively within budget 
· Ensure secure financial control and cash handling procedures
· Support the Staffing Department to effectively induct, train and develop the beverage team in accordance with the needs of the business
· Together with Staffing department, effectively manage the casual  team rota in line with budgets set
· Ensure day-to-day delivery of catering services as advised to standards set within the business
· Ensure that the necessary audits are carried out as per company standard
· Operate secure stock ordering, receipt, issues and control systems
· Demonstrate awareness of financial implication of all sales and commitments made to a client
· Investigate revenue shortfalls and cost over spends relating the financial results for your location and take necessary action.
· Collate, compile and provide an analysis on any financial information as determined by the Head of Catering.
· Demonstrate awareness of financial implications regarding purchasing of items by placing orders with nominated suppliers ensuring costs are kept within pre-determined budgets and all relevant paperwork is completed.
· To perform any other reasonable duties as required by your manager


	

	Health & Safety

	· Complete the One Compass Welcome prior to the commencement of employment.

· Receive, read and understand the contents of the Employee Guide to Working with Compass

· Taking reasonable care for your own health and safety and that of others who may be affected by what you do or what they fail to do.
· Lead by example and ensure member of the team wear the correct, full and clean uniform whilst on duty.  Actively address all issues relation to non-adherence of company/unit standards.
· Co-operate with your line manager on HSE matters. 

· Correctly use work equipment, personal protective equipment in accordance with training and instructions provided.

· Carry out regular maintenance checks

· Be aware and adhere with statutory, legal and company requirements for:

       Food Hygiene

       Licensing Laws

       Employment Law

       Fire Regulations

       Sales of Goods / Trade Description

       ISO 9002 Standards

       With specific responsibility for all Health & Safety within the location
· Not interfere with or mis-use anything provided for HSE purposes.

· Report all maintenance issues and hazards as in the company health and safety manual

· Report HSE hazards, accidents, incidents, illness and diseases to your line manager.

· Complete Level 3 HSE e-learning “Working Safely” (and Working Safely with Food, if appropriate) within 20 weeks of commencing employment.

	My Service Commitments 

	To my customers and clients

· I have positive and lasting relationships with all my customers and clients

· I act on customer requests and anticipate their needs
· I take every opportunity to improve my customer’s and client’s experience

· I take responsibility for resolving customer and client issues
To myself

· I take pride in my appearance and ensure members of the team wear the correct, full and clean uniform whilst on duty.  
· I demonstrate a positive attitude and behave appropriately

· I take the opportunity to continuously learn and grow
To my team

· I create an environment of fun and teamwork

· I ensure uncompromising standards of cleanliness, creating a safe workplace
· I will lead by example and be a positive role model demonstrating strong leadership qualities
·  Actively address all issues relation to non-adherence of company/unit standards
· I will promote a team spirit and is loyal to and supportive of the team, which includes any temporary members of staff I have dealings with.
To my Company

· I am proud to represent and be part of Compass

· Demonstrate a commitment to the unit / location and work.
· I am committed to delivering the best levels of service I can, to help Compass deliver its service promise

· I am committed to the One Compass philosophy

· I adhere to the company handbook 

· Be aware and adhere to statutory, legal and company requirements for H&S at Work, Fire Regulations and Food Hygiene

· I will ensure that all company standards are adhered to at all times

· I will minimise operational costs by using all equipment and products in accordance with company and manufacturers guidelines


	Person Specification

	· Self-starter

· Takes the initiative

· Adaptable and flexible

· Results Orientation

· Holding others accountable

· Communicates effectively

· Used to following procedures

· Experience of duty management in a similar role for a minimum of 2 years duration

	Essential 

	· GCSE or equivalent in Maths and English
· Operational management experience taking full responsibility for events of 300 covers plus

· Ability to adapt and respond to changing priorities

· Can do attitude and ability to work under pressure to strict deadlines
· Computer literate

· Experience in an event or contract catering environment

· Ability to communicate effectively at all levels with internal and external customers

	Desirable 

	· Experience of working in an environment where there are peaks and troughs in demand during service times

· HND/Degree  in relevant discipline
· BIIAB Personal License Holder – to be achieved within first 3 months in the role

	Equipment Requirements

	· Uniform and PPE will be provided

	Learning & Development Requirements

	· Completion of One Compass Welcome Induction Programme and on-site induction

· Basic food hygiene and safety training gained within first 6 months and refreshed annually

· COSHH Training

	Colleague Confirmation

	Please sign and print name below to confirm receipt of your job description

Colleague signature:                                                           Print Name:
Date:


