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	Function:
	Operations

	Job:  
	Hospitality Manager

	Position:  
	Hospitality Manager

	Job holder:
	

	Date (in job since):
	

	Immediate manager 
(N+1 Job title and name):
	Contract Manager

	Additional reporting line to:
	Assistant Catering Manager, Executive Head Chef 

	Position location:
	Churcher’s College 

	





	1.  Purpose of the Job – State concisely the aim of the job.  

	 
· To take ownership and accountability for the delivery of a first-class hospitality experience to all Churcher’s College stakeholders, both internal and external to the client’s satisfaction and maintaining the cleanliness and hygiene of the school to the required standard in the Service Level Agreement.
· Manage all aspects of service planning and execution of casual dining, sports teas, events and hospitality deliveries and external customer groups across both schools.
· To take ownership of key relationships, meet with clients/customers and gather feedback post events. 


	



Draft.  Version:  27-03-2014

	3. 	Organisation chart – Indicate schematically the position of the job within the organisation. It is sufficient to indicate one hierarchical level above (including possible functional boss) and, if applicable, one below the position. In the horizontal direction, the other jobs reporting to the same superior should be indicated.

	
Contract Manager 



Executive Head Chef


Assistant Catering Manager
Hospitality Manager



FSA’s  
Team as required. 
Senior Sous Chef 

Head of Ta











	4. Context and main issues – Describe the most difficult types of problems the jobholder has to face (internal or external to Sodexo) and/or the regulations, guidelines, practices that are to be adhered to.

	
· Flexibilty on hours, shifts, week-on-week to meet the demands of the business 
· To deliver a high-quality hospitality food and beverage service to internal and external customers.
· Managing the team requires the very best people skills – clear direction and effective communication.
· Resilience – high volume student catering, retail operation and numerous events delivered on a regular basis throughout the year – internal and external customers. 
· Planning and organising for excellent outcomes – quality, resources, operational ease, financially sound.
· Foster productive relationships which show a welcoming and inclusive work environment



	5.  Main assignments – Indicate the main activities / duties to be conducted in the job.

	
Hospitality & Event Operations

· Liaise with all stakeholders within Churcher’s College and its partnerships to clearly understand and plan for catering and hospitality events.
· Management of hospitality booking systems
· Manage the quality of information populated on the event booking system as the basis for all planning, internal communication and seamless delivery of events.
· Close and effective communication with the Executive Head Chef to deliver innovative menus, accurate costings, and detailed service plans.
· Actively manage all food hygiene and health and safety standards, to ensure they are maintained to the required client and Sodexo expectations as outlined by Company guidelines.  

People

· Keep open channels of communication with all stakeholders.
· Train and develop team members working for hospitality events. 
· Lead by example by role modelling the Sodexo Managerial Behaviors

Client
· Ensure we deliver the operation to the service standards agreed in the contract with the client and to the specification on the function sheet.
· Attend client meetings where necessary to plan, develop and review the business
· Identify key opportunities with the Lettings team to develop the long-term school business.
· Identify events involving parents and governors and recognise the importance of these key customer groups.

Finance
· Support with the management of all costs and operate within a specified budget – make sound business decisions to control costs and/or develop revenues for the school.
· Ensure all services and costs are clearly detailed on the function sheet and any amendments or last-minute requests are captured and the cost controller is made aware.
· Ensure cash, stock, debt and assets are correctly controlled.

Business Improvement
· Always seek out new and innovative ways of the hospitality operation
· Be proactive in overcoming barriers to success.
· Provide feedback on how we can improve our performance.
· Support core catering team when required. 






	6.  Accountabilities – Give the 3 to 5 key outputs of the position vis-à-vis the organization; they should focus on end results, not duties or activities.

	· To manage and direct all hospitality activities within Churcher’s College and its partnerships.
· Nurture client relationships in order to develop long term partnerships
· Responsible for driving the continuous improvement through the contract.
· To deliver a consistent level of service, within the Company's high standards, to the contract specification and agreed performance, qualitative and financial targets.
· Comply with Company and statutory regulations relating to safe systems of work, health & safety, hygiene, cleanliness, fire and COSHH.




	7.  Person Specification – Indicate the skills, knowledge and experience that the job holder should require to conduct the role effectively

	Essential Criteria

· Education and/or hotel/event experience
· Strong level of literacy and numeracy
· Experienced hospitality professional who has operated in a similar large-scale environment.
· Highly effective communication and interpersonal skills
· Strong ability to increase individual effectiveness through leadership, motivation, communication.
· Excellent time management and organisational skills
· IT literate
· Able to demonstrate positive attitude to self-development; willingness to learn in role and identify own training needs as appropriate
· Displays a constant and sustained level of enthusiasm and self-motivation
· Ability to act on own initiative and to work effectively as part of a team.
· Flexible approach to role and working pattern.
· Hold a personal driving license.

Desirable Criteria
· Contract catering experience 
· Relevant higher-level qualification in functional specialities (i.e. catering, facilities management)
· Experience of working within a large team
· Knowledge of Safer Recruitment and working in educational establishments





	9.  Management Approval – To be completed by document owner

	
	Version
	V2
	Date
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	Document Owner
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