Position:

CLUB MANAGER
Location:

CARLISLE RUGBY FOOTBALL CLUB
Reports to:

The General Committee OR Board of Directors through the Club Secretary.
Responsible for:
All staff employed at the Club – bar, catering, cleaning and grounds.
Effective From:
Summer 2010 – date TBC

MAIN PURPOSE OF JOB
Responsible for the overall Club operation, ensuring profitability by maximising revenue and controlling costs, ensuring security of stocks, assets, cash and facilities; maintaining levels of both internal and external customer satisfaction and delivering the highest possible level of customer service by fostering impeccable standards in all areas of the operation

Function as the strategic business leader of bars, conference facilities, functions, catering and rugby club facilities. To be an integral part of fostering business growth through communication of the Club’s vision, mission and values.

As Club Manager it is a requirement to develop and implement strategies that deliver products and services to meet or exceed the needs and expectations of our stakeholders and provides a return on investment in line with Club expectations 

To be responsible for the management of the overall appearance and maintenance, both internal and external, of the Club facilities, together with ensuring that facilities within the changing room block are maintained and cleaned to an acceptable standard

To foster and develop upon  our Vision and Mission within the Club
Mission: By delivering exceptional service and value to our customers, we will be leaders in both hospitality and on the Rugby  field.

Vision: A unique and very friendly place to be.
CORE WORK ACTIVITIES
Demonstrating Leadership –utilising interpersonal and communication skills to lead, influence and encourage others, advocate sound financial/business decision making, demonstrate honesty/integrity; leads by example

Achieving/Exceeding Goals – Achieving and exceeding goals including performance goals, budget goals and team goals etc.

Exceeding Customer Expectations - Improving Service – Improving the sales service by communicating and assisting individuals to understand guests’ needs, providing guidance, feedback and individual coaching where needed
Developing and Building Teams – Encouraging and building mutual trust, respect and cooperation among team members

Improving Profit – Developing means to improve profit, including increasing food & beverage, conference & banqueting and bar income, exploring new business opportunities.

Communicating with Supervisors, Peers or Subordinates- providing relevant and timely information to team leaders, supervisors or subordinates by the appropriate means, so to enable the whole team to proactively sell our product and support your function

Ensuring Accounting Accuracy – ensuring revenue and costs are accounted for, in line with Club policies, posting of all income and expenditure into ‘Sage’ accounting system
Setting Goals – Establishing challenging, realistic and obtainable goals to guide team members and to ensure budgets and targets are met on a monthly basis (within the ambit of the job description).
Making Decisions and Solving Problems – analysing information and evaluating results to choose the best solution to solve problems, work closely with the General Committee to create appropriate strategies during seasonal trough periods & to drive sales blitzes 

Guiding, Directing and Motivating Subordinates – Providing guidance and direction to subordinates, including setting performance standards and monitoring performance, identify the development needs of others and coaching, mentoring or otherwise helping others to improve their knowledge or skills
Compliance with all Legal and Statutory Obligations – Understand, comply and communicate within the Club all statutory and legal obligations, including (but not exclusively) health & safety; licensing; fire safety; weights & measures; food safety together with all other relevant legal obligations.

Ensuring Effective and Relevant Feedback – all relevant information must be passed on to the General Committee at an appropriate and timely manner as agreed by attending General committee meetings, 2nd Monday of the month.
JOB SPECIFIC TASKS
· Establishes a “Yes” culture within the organisation focused on exceeding customer expectations, that also benefits the Club’s financial demands

· Ensures all employees work within all relevant legislation and guidelines

· Holds staff accountable for successful performance

· Creates an atmosphere within the club that strives to exceed guest expectations

· To ensure that wage costs are managed within agreed budgets and that payroll submissions are made on time for all staff at the Club

· Strives to improve in all areas service performance

· Demonstrates an understanding of own priorities

· Works the appropriate shifts so as to be able to understand business needs and assess operational and profit opportunities

· Ensures the operation meets sales performance targets and meets or exceeds budgets 
· To manage all stock ordering, receipt of delivery, correct stock rotation on food and drink products and purchases

· To manage all aspects of the cellar from purchase, stock rotation, barrel changing, cask ale care and quality to line clean and maintenance. To ensure that authorised persons only are allowed access to these areas
· To ensure correct levels of profitability through regular review of invoice prices and to seek alternative supply at beneficial prices where required

· To conduct weekly/monthly in house stock takes, to ensure all methods of stock control (waste, theft, mistakes) are considered and addressed through control methods and staff training

· To generate agreed increased levels of business (room hire and catering sales)by promoting and marketing the club as a ‘conference centre’ through appropriate mediums

· To generate agreed increased levels of business (room hire, bar and catering sales)by promoting and marketing the club as a ‘function centre’ for celebrations and occasions through appropriate mediums

· To produce and design a range of buffet menus and dining options to suit the occasions that will be catered for and to meet varying different levels of customer budget
· To manage the cleanliness and maintenance, within agreed budgets, of all internal and external areas of the Club – Clubhouse, changing rooms, patios, car parks, grandstand and similar

· To ensure the buildings are secure when not in use, to be the principle key holder as regards the alarm system

· To generate additional agreed levels of income through increased sales of Club merchandise through effective management of the Club shop in conjunction with the Chairman of Rugby

· To ensure that staff rotas are prepared and maintained a fortnight in advance, that all payroll entries for bar, catering and grounds staff are completed and submitted to accountants on time, and that any disputes over payments are resolved in an effective manner
· To be responsible for ensuring that all telephone enquiries are dealt with in a professional and timely manner

· Club mail to be opened and distributed to relevant people/places

FINANCIAL MANAGEMENT - Job Specific Tasks

· To include the posting of all purchases and revenue, using double entry sage system. To ensure all accruals and pre-payments are correctly managed, to reconcile monthly site creditor statements, report on disputed invoices, prepare regular supplier payment proposals for submission to the General Committee, to prepare and submit cheque request forms for non-standard suppliers, to manage the daily closedown of all tills and daily cash reconciliation, to ensure all monies are banked a minimum of three times weekly and that no more cash is on site than that amount approved by the General Committee or the Board of Directors, to be responsible for the security of the safe and of any keys held by the manager/staff, to ratify bank statements with sage entries, to control, manage and reconcile petty cash on a weekly basis, to take utility readings as required and to agree the invoice amount with readings taken.
Key performance indicators

The role of Club Manager reports back directly to the General Committee and will do so in the form of a presentation at each General Committee Meeting, currently held on the evening of the second Monday of the Month. 

The core work activities and job specific tasks are measured against the following key Performance Indicators:

· To present up to date, accurate and legible reports as required on a monthly basis at the General Committee Meeting
· Food & Liquor stock % - preset annual budget targets – reporting of monthly results, improvement of profit levels both as a figure in £ and %, through increased sales and reduced wastage
· Verification of weekly/monthly in house stock takes by external stock taker, quarterly.
· Payroll % & variance against budgets – monthly reporting of targets & budgets

· Food Hygiene, Health & Safety, maintenance and cleanliness, utilities usage, Licensing Act, Security procedures - Regular  Audits to be carried out by the General Committee - achievement of prescribed target %

· Customer satisfaction – Reporting of any mystery guest feedback reports and associated feedback from in-house feedback forms to the General Committee
· Monthly P&L review including sales performance versus budgets and targets, future developments and potential new business
Salary

Negotiable but will attract an annual bonus payment.

