WINCHESTER STUDENT UNION: JOB DESCRIPTION

BAR ASSISTANT 

The position is one of assisting in the running of the Student Union bars, including serving customers, operating till and cleaning the bar and all related areas.  A high standard of customer relations is expected at all times.
GENERAL DUTIES

1. To maintain a high standard of customer relations at all times.

2. To follow and complete the opening procedure, the opening hours procedure and the closing procedure at all times.

3. To move and rotate stock as directed, ensuring all displays and cabinets are fully stocked and well presented.

4. To handle cash and use the tills in accordance with set operating procedures and training provided. 

5. To observe and work within Licensing Law.

6. To ensure safe practices are observed at work at all times with respect to staff and customers.

7. To ensure the security of stock, cash and other property, belonging to both the Student Union and members of staff.

8. To collect, wash and restock glasses

9. To ensure the cleanliness of the bar and all related areas before, during and after service.

10. To enforce the Student Union no smoking areas

11. To maintain a flexible approach to your working duties and hours

12. To undertake any other work related activities as reasonably requested by the Duty Manager or delegate

13. To inform the relevant supervisor of any faults or problems.

14. To observe the correct line management and reporting procedures at all times.

15. When on duty, to be of smart appearance and wear the appropriate uniform provided.  You may not wear your uniform, or it must be completely covered, when you not working.

16. Conversation between staff members and the public is acceptable to develop a friendly rapport within our business.  If the level of conversation reaches a point where it effects the efficiency of service or appears unprofessional to outside observers it will be deemed unacceptable.

17. No alcoholic drinks may be consumed immediately prior to, or on your shift.  Soft drinks may be consumed on duty.  Anyone deemed to be under the influence of alcohol at the start of their shift will be sent home without pay for that evening, and may face disciplinary action.

18. No smoking is allowed on duty.

19. DO NOT leave until you have been given permission to do so by a supervisor or manager.

20. To follow the Student Union constitution and other policies at all times.

21. At all times to fill in the time sheets after every shift - failure to do so will result in non-payment for that shift.  To notify your line manager at least 48hrs in advance if you are unable to work a shift.

22. You are required to give one week notice in writing failure to do so may result in you not receiving your final pay.

23. You are expected to be available to work from the first day through to the final day of each term. Failure to do so without suitable mitigating circumstances will constitute a disciplinary act.

24. To undertake any training deemed necessary by your line manager(s).

25. To undertake any other appropriate duties at the request of the Duty Manager.
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