
 

Bars and Front of House Officer 

Grade 6  

Location of Work: Pyramid & Parr Hall 
Directly Responsible To: Venue & Event Manager 
Directly Responsible For: Venue Management Assistants 
 
Primary Purpose and Scope of the Job: 
To manage the Front of House / bar and catering services in Pyramid & Parr Hall for 
all hires, events, conferences and performances. 
This includes managing a team of event staff, part time duty managers and 
Volunteers, Ensuring events delivered with the appropriate staffing levels while 
providing excellent customer service. 
 

WORKING RELATIONSHIPS: 
Venue Management Team 
Culture Warrington Board of Trustees and colleagues 
Commissioners 
Agents, promoters, Artists 
Venue hirers 
Customers  
Local community groups and organisations 
Warrington Borough Council Departments 
Suppliers 
Local Businesses 
 

KEY TASKS AND ACCOUNTABILITIES: 
 
 

1. Be responsible for the effective deployment and management of staff 
resources in line with budgetary restraints to ensure optimum service 
standards are achieved at all times and that all opening/closing and handover 
procedures are complied with. 
 
 

2. To be responsible for the line management of the venue management 
assistants, bar staff and volunteers. To include recruitment and selection, 
development, disciplinary and welfare issues. 
 

3. Ensure compliance with health and safety legislation and licensing laws, in 
particular that licensing objectives are upheld. 

 
4. Take responsibility for stock control, including ordering, acceptance, 

maintenance of stock levels and stock rotation, and return of any sub-
standard items. 
 



5. To undertake monthly full stock takes and be responsible for the ordering of 
consumable and non-consumable stock items to levels appropriate to 
anticipated business demand and within agreed stock holding parameters. 
 
 

6. To be responsible for the training for Bar Staff, Venue Management 
Assistants, duty managers and volunteers, covering areas such as 
emergency evacuation, customer service and general front of house 
stewarding duties, ensuring all training is documented and appropriately 
logged. 

 
7. To be responsible for the creation of staff rotas, managing availability, 

processing timesheets, with a view to providing adequate security and event 
staff to meet the requirements for indoor or outdoor events, shows, venue 
hires and the day-to-day running of the venues. 
 

8. Ensure all health and hygiene items are delivered to meet the standards laid 
down by environmental Health, including maintenance of equipment and 
ensure recording mechanisms are kept updated for all bar and catering areas 
including Kitchens and Cellars. 

 
9. Be responsible for the set-up, supervision and closing of bars, ensuring that 

all opening, closing and handover procedures are complied with at all times. 
Serve beverages and refreshments, maximise sales, set up areas and 
undertake general cleaning duties within the bar and catering areas, including 
regular line cleaning of dispense equipment. 

 
10. To liaise with the venue management team regarding the requirements of bar 

and catering facilities in Pyramid & Parr Hall for all hires, events, conferences 
and performances, including provision of refreshments at meetings. 

 
11. Provide excellent customer service in delivery of bar catering and front of 

house services at Pyramid & Parr Hall, and Museum & Art Gallery as 
required. 

 
12. To duty manage events on a rota basis, including the safe and efficient get-in, 

fit-up and get-out of productions and events and the supervision of Culture 
Warrington staff, liaising with tour managers, artists, touring crew, hirers and 
security teams and be the lead officer on duty for health and safety, 
evacuation and other emergency action plans as required. 

 
13. Ensure the correct recording, including stock checks, of wastage and 

breakages of all consumable and non-consumable items in all hospitality 
areas. 

 
14. Ensure cash procedures are adhered to and strictly monitored. Manage the 

electronic till system and undertake cashing up procedures, securing cash 
floats and banking in line with Culture Warrington's procedures.. 

15. To support the development of Artifax as the venue’s central management 
information system, particularly in relation to event scheduling and ensuring 
the provision of timely, up-to-date and accurate information in relation to 
planned events. 

 
 

16. Be responsible for the reporting of all faults and failings in the Bar, Kiosk, 
Catering areas to the Venue and Events Manager and Building Maintenance 
Officer 

 



17. To act as a key holder for the venues and to help ensure their security at all 
times. 

 
18. To contribute to plans for improving the venues, supporting the design and 

delivery of capital investment schemes and associated revenue schemes. 
 

19. To carry out event-specific duties, including set-ups for events, the fulfilment 
of catering riders, laundry management, preparation of event signage and 
other event-related tasks, ensuring that the venues are clean, set 
appropriately and presented to customers in a professional manner. 
 

20. To assist with the planning, delivery and safe running of indoor and outdoor 
events in Warrington in line with the business plan and as a result of 
commissioned activity  

 
21. To be aware of and to adhere to the Health and Safety Policy and other 

operating policies of the venues and their facilities, undertaking such duties 
as required and ensuring that reasonable care is taken to maintain a healthy 
and safe working environment. 

 
22. To assist with the collection of performance data and the completion of 

quarterly KPI reports. 
 

23. To assist the Venue and Events manager with budget forecasting and 
monitoring for your business area. 

 
24. Undertake any other duties commensurate with the post and grade which 

contribute to the general purpose and objectives of Culture Warrington in 
order to meet business and customer needs. 
 

 
 
 

 
 

REVIEW ARRANGEMENTS: 
The details contained in this Job Description reflect the content of the job at the date 
it was prepared.  However, it is inevitable that over time, the nature of the jobs may 
change.  Existing duties may no longer be required and other duties may be gained 
without changing the general nature of the post or the level of responsibility 
entailed.  Consequently, Culture Warrington will expect to revise this Job Description 
from time to time and will consult with the post holder at the appropriate time. 
 
 

Date Job Description Prepared/Revised:  September 2021 
 
Prepared/Revised By:    C. Persoglio 
 

 

 

 

 



 

 

 



PERSON SPECIFICATION 
 

 
NOTE TO APPLICANTS: 
Whilst all points on the specification are important, those marked ‘E’ (essential) are 
the key requirements.  You should pay particular attention to these points and 
provide evidence of meeting them.  Failure to do so may mean that you will not be 
invited for interview.  In addition to interviews a variety of other selection methods 
may be used such as tests or exercises dependant on the role applied for. You will 
be advised of any alternative selection methods in the letter inviting you for 
interview. 
 
JOB TITLE: Bars & Front of House Officer 
 
GRADE:  Grade 6 
 
Experience  
 
Two years’ experience within a related field/venue (E) A I 
 
Experience of co-ordinating events in a venue/venues (E) A I 
 
Experience of effectively managing/supervising a team of bar / front of house staff (E) 
A I 
 
Experience of stock management and auditing; including ordering adequate 
quantities and stock rotation. (E) A I 
 
Experience in working effectively in an environment with high levels of work related 
pressure with deadlines, interruptions, and work demands using own initiatives to 
prioritise workloads. (E) A I  
 
Effective cash handling, knowledge of banking processes, with accuracy and 
honesty.  (E) A I 
 
Experience of preparing documentation relevant to needs of the role, such as cash 
sheets, cleaning and maintenance checks etc. (E) A I 
 
Proven experience of successfully managing teams and achieving results (E) A I 
 
Proven experience of successfully managing a variety of events (E) A I 
 
A strong understanding of all elements of event safety (E) A I 
 
Skills and Abilities  
 
Excellent Interpersonal skills to lead a team and engender excellent customer service 
focus, efficient and professional standards.  (E) A I 
 
Ability to work as a member of a team and to lead as appropriate.  (E) A I 
 
Ability to establish priorities and to determine independently appropriate courses of 
action to a range of issue within time scales (E) A I 
 
Excellent organisation skills, with the ability to develop actions, activities or events in 
co-ordination with diary commitments.    (E) A I 
 



Proficient IT skills including the ability to use Microsoft Office packages including 
Excel spreadsheets, Outlook and Word.  With EPOS systems knowledge.   (E)  A I 
 
Ability to work on their own initiative and make decisions as required without access 
to more senior colleagues (E) A I 
 
Ability to effectively manage projects, work programmes and meet target deadline 
against competing priorities (E) A I 
 
Excellent organisation and planning skills and the ability to work to tight deadlines (E) 
A I 

Understanding of contracts and the delivery of any contractual obligations (D) A ! 

 
 
 

Education/Qualifications/Knowledge  
 
Qualification in Bar / Catering including relevant health and hygiene training or a 
demonstration of the equivalent level of knowledge, skills and abilities (D) A I 
 
Personal License holder (D) A I 
 
An event management or similar professional qualification (D) A I 
 
A good level of numeracy is required for cash handling, stock takes etc. (E) A I 
 
 
Other Requirements  
 
Ability to work on own initiative and prioritise work load to meet required deadlines.   
(E) A I 
 
Flexibility in responding to work demands and the ability to work split shifts and 
evening and weekend hours in line with the needs of the business.   (E) A I 
 
Ability to work as part of a team and on own initiative   (E) A I 
 
Commitment to personal training and development (E) A I 
 
Excellent communication skills (E) A I 
 
To be able to demonstrate a shared vision for the development of the organisation 
(E) A I 
 
Commitment to Equal Opportunities  
 
Ability to understand and demonstrate commitment to equality and diversity (E) A I 
 
Commitment to Service Delivery/Customer Care  
 
Motivated, enthusiastic and hardworking individual who is committed to customer 
care (E) A I 
 
METHOD OF ASSESSMENT (* M.O.A.) 
A = APPLICATION FORM, C = CERTIFICATE, E = EXERCISE, I = INTERVIEW, P = 
PRESENTATION, T = TEST, AC = ASSESSMENT CENTRE 


