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National Football Museum

Front of House Supervisor
Full-time, permanent. 
Shifts, including weekends and evenings

Salary £18,000
Closing date: Monday 13th February 2012

The National Football Museum is due to open in the former Urbis building in central Manchester this year, providing a high-profile new location for what will be the one of the leading sporting museums in the world. 

We aim to give visitors to the museum an amazing experience in a welcoming, safe and secure environment where staff are friendly, approachable and knowledgeable. The Front of House Supervisors are pivotal in the delivery of this experience.
Job Description

The National Football Museum wish to appoint two Supervisors to assist the Front of House Manager with running the department and ensuring that outstanding levels of customer service are delivered and maintained. The Supervisors will also be responsible for daily Duty Management on a rota basis.
Supervisory Responsibilities

· Assisting with the recruitment and training of Museum Assistants
· Organising daily and weekly rotas

· Delegating tasks and duties to Museum Assistants relating to H&S, security and HR
· Assisting the FOH Manager with motivating and developing the front of house staff, including casuals and volunteers
· Monitoring staff performance and conducting reviews/appraisals
· Collecting and recording visitor feedback
· Managing visitor complaints
· Ensuring the collection and collation of visitor and income figures and any other data, and making reports available on request

· Promoting innovation amongst the front of house team in generating income for all interactive, merchandise and donations
Duty Manager Responsibilities

· Conducting team meetings and daily briefings
· Acting as first point of contact for any operational issues during the shift.

· Unlocking the building and ensuring all areas are safe before allowing other staff on site and locking up and setting alarms in accordance with the end of day procedure
· Delegating tasks and duties to Museum Assistants, Team Leaders and cleaning staff
· Operating the life systems, monitoring CCTV and managing evacuations.

· Maintaining systems of controlled items e.g. keys, radios
· Liaising with all other departments/contractors to ensure the smooth running of events, works, etc
· Acting as a point of contact for all external bodies (eg. Police, contractors, film crews) 

Financial Responsibilities

· Operating cash registers and handling large amounts of cash
· Ensuring income levels are maximised
· To be responsible for the security of till floats and banking of money

Person Specification
The successful candidates will be able to demonstrate the following:
· Enthusiasm for providing a superb visitor experience
· Experience of leading a team in a customer service environment
· Excellent inter-personal skills
· Excellent verbal and written communication skills
· Cash handling experience
· Sales experience
· Excellent problem solving skills
· Ability to plan and prioritise your workload
· Accuracy with record keeping
· Smart appearance and good presentation
· Examples of self motivation and ability to work on own initiative
· The ability to inspire and motivate others
· A responsible and positive attitude
· Ability to work calmly and to make decisions under pressure
· Reliability and flexibility in working hours
· Good IT skills
The following would be advantageous:
· Experience of working in a similar post
· A working knowledge of the Health and Safety requirements
· A working knowledge of Data Protection Act and how it would impact on this role

· An awareness of the Disability Discrimination Act
· First Aid Training
· SIA certificate

Terms of employment
This is a full-time, permanent position. Appointees will work 5 out of 7 days in a week according to the rota as set out by the Front of House Manager. Duty Management will operate on a shift basis. Shifts include evenings and weekends.

Salary: £18,000 per annum.

Annual Leave of 33 days per year, including 8 Bank Holidays (details tbc).
Application

Please provide a CV and supporting letter, ensuring that all points in the Person Specification are covered to:

Noel Tegg 
Front of House Manager

recruitment@nationalfootballmuseum.com
Please quote Ref: NFMWS when applying.
Closing date: 13th February 2012
We are often inundated with applications for vacancies so if you are not contacted by the National Football Museum in the 3 weeks after the closing date please assume you have not been successful, we are unable to reply to every application we receive. Many thanks for your interest in the National Football Museum.
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