Irish Film Institute

Job Title: 

IFI Café Bar Supervisor
Contract:

To be confirmed
Period:     
39 hours
Purpose of job:  
To oversee the IFI Café Bar’s day and evening trade, and assist the Café Bar manager in all day to day activities associated with the role
Reporting to: 

IFI CaféBar Management
Key Relationships: 
Head of Food and Beverage

IFI Café Bar Manager
IFI Café Bar Head Bar, and Head Waiting Person
Head Chef

All floor staff

All kitchen staff

Deputy Director & Finance staff
Box Office Manager
All Heads of Departments of the Irish Film Institute
Key Tasks and Responsibilities:

The IFI Café Bar Supervisor will oversee the daily trade; both evening and daytime, looking after the assigned shift, special events and receptions, and pre/post film drinkers. The IFI Café Bar Supervisor will continue to develop a comfortable and inviting atmosphere to encourage cinemagoers to use the Café Bar. The IFI Café Bar Supervisor will ensure that all standards of service agreed in the Standard Operating Procedures and policies of the Irish Film Institute, as clearly laid out in the Staff Handbook, are adhered to at all times with particular reference to all health and safety procedures and hygiene standards.
The IFI Café Bar Supervisor will be expected to contribute ideas toward increasing turnover, and enhancing the guest experience in the IFI Café Bar. He / She will then need to drive these ideas forward during service on an ongoing basis.
Responsibilities of Cash and Key Holding

Including;

· Perform mid shift and end of shift cash reconciliation as appropriate per shift

· Ensure that any discrepancies are explained 

· Ensure that supporting documentation is included
· Ensure cash is kept safe and securely dropped to the drop safe at the end of business

· While in possession of keys to the premises of the Irish Film Institute you will ensure that all chances of loss or damage to said keys is removed

· You will ensure that locking up procedures will be followed to ensure that safety and security protocols are adhered to
Customer Service

Including;

 

· Ensure that all guests to the café bar are welcomed in a courteous and timely manner

· Serve drink and food to IFI customers

· Ensure that customers are being looked after in a timely and courteous manner.

· Liaise with the kitchen to ensure any changes to menu or delays are communicated to customers.

· Monitor food quality and presentation at all times to ensure high standards are maintained, and at all times foster positive communication with the kitchen and the service staff.

· Presence on floor to make sure customer service levels are consistently high.

· Manage all customer issues and complaints

Staff Supervision

Including;

· Ensure that staff have a good knowledge of what’s on in the cinemas, alongside a thorough knowledge of our menu and wine list.

· Supervise floor and bar staff and ensure they are fulfilling their duties.

· Liaise with staff from time to time to foster a team spirit and encourage the sharing of ideas for the business.
· Maximise sales and all opportunities and ensure that the team on shift are also maximising all opportunities to increase sales.
· Ensure the Café Bar is welcoming and attractive at all times in all public areas
· Ensure the Café Bar is kept as per HACCP requirements in all service areas at all times.
· Ensure that the bartenders and the waiting staff are adhering to their job descriptions at all times

Presentation

· Ensure that you are following guidelines as laid out by the HACCP manual in relation to personal hygiene, grooming and presentation

· Ensure that all service staff are adhering to the uniform policy and conforming with HACCP regulations
Other

· Ensure that the opening procedures for the café bar are adhered to.
· Monitor for any health and safety issues and report to Management.

· Ensure end of night procedures followed.
· Ensure all health and safety procedures are followed.
· Follow IFI accident / incident reporting policies

· Ensure the Café Bar is stocked properly.
· Attend meetings as relevant per the role of Head Bar Person. For example, Food and Beverage monthly meetings, Café Bar team bimonthly meetings and the weekly IFI Events meetings.
· Carry out Duty Manager tasks when designated as such.

· Any other relevant duties that may arise from time to time as directed by IFI Management.

