
Generic POSITION DESCRIPTION –Supervisor / Assistant Manager
This document is designed to provide the basis for a position description that could be applicable to most Assistant Club Managers; however some tasks will not be relevant to all clubs. We suggest that the person who will be responsible for the Assistant Manager’s appointment:

· Reviews each section of this template 

· Tailors the position description to suit your club facilities and needs by deleting objectives that are irrelevant and adding objectives not covered herein

· Considers how previous Assistant Managers have performed and ensures that this position description would have provided adequate guidance and performance expectations

· Shares the final document with the Board prior to commencing the recruitment process, to ensure a common understanding of the new Assistant Manager’s expected role.

	Section A 
	POSITION DESCRIPTION-Supervisor/Assistant Manager

	Personal Details 
	Part 1

	Name: 
	Date of this review:

Date of last review:

Reviewer:

Reviewer's Manager:



	Job Title: 
	

	Accountable to:

Accountable for: 
	

	Location: 
	

	Terms and Conditions of Employment: 
	

	Primary Role 
	Part 2

	To assist the Club Manager with the smooth and effective club operation with specific responsibility for;

· stock management 
· shift supervision
· gaming operations

· wagering operations

· responsible gaming 
	

	Knowledge/Skills & Experience Required
	Part 3

	1. Completed the prescribed standard of training or gained sufficient experience to perform duties of a level A Manager as detailed in Schedule C, C11 of the Registered and Licensed Clubs Award 2010

2. Evidence of current Gaming Industry Employee licence
3. Evidence of completed Responsible Service of Gambling training

4. Evidence of completed Responsible Service of Alcohol training

5. Evidence of TAB Sellers Accreditation

6. Evidence of Cash Control Accreditation

7. Evidence of completed Responsible Service of Food Accreditation

8. Knowledge of Gambling Code of Conduct and 

9. Knowledge of and experience with the Self Exclusion Program


	

	Knowledge/Skills & Experience Desirable
	Part 4

	1. Understanding of clubs liquor licensing requirements
2. Experience with staff supervision in a shift work environment

3. Evidence of ability to work under pressure

4. Understanding of how community clubs interact with their community

5. Broad based understanding of hospitality industry


	

	Section B
	Key Performance Areas/Key Performance Indicators (KPAs/KPIs)

	Key Performance Areas 
	Major tasks within the KPAs
	Target KPIs
	Results

	1.

Management Support
 
	· Assume managers responsibilities in his/her absence
· Assist with training and induction of venue staff

· Assist with supervision and coordination of staff 


	Timely execution of duties as required when management is off-duty or on leave.


	

	2. 

Stock Control

	· Manage receipt/delivery of goods in cellar/store areas

· Undertake weekly orders for cellar/store

· General cleaning and tidying of storage areas
	Adheres to the clubs stock control measures and seeks to improve loss prevention
Undertake monthly (or as agreed) stock takes of store areas

Stock in adequate supply for club needs.

Area in appropriate order for effective operation
	

	3. 

Bar Duties

	· Supply, dispensing or mixing a range of drinks including sophisticated drinks 
· Prepares menu of drinks and maintains delivery standards

· Accurate receipt and dispensing of monies

· General cleaning and tidying of bar area and external smoking areas including emptying spill trays, wiping down bars

	Dispensing in an effective manner to meet customer’s needs

Monitors staff delivery against prescribed presentation standards

Shift reconciliation balances
Area remains tidy and clean throughout shift
	

	4. 

Cashier Duties

	· Accurate distribution and issue of coin to customers

· Validation of winning tickets and payment of prizes as per procedures
· Coin/note collection

· Hopper refills

· General cleaning and tidying of cashier area
	Shift reconciliation balances

Duties completed as per shift duties roster

Area remains tidy and clean throughout shift
	

	5.

Gaming Duties
	· Adherence to legislative requirements

· Adherence to established venue procedures

· Provision of exemplary customer service including game queries, EGM malfunctions, coin/note jams, meter readings
· Assists staff adherence to all Responsible Gambling requirements

· Replenish gaming consumables and stock

· General cleaning and tidying of gaming area including cleaning EGM’s, benches etc

	Balanced shift cash reconciliation

Balanced shift cash reconciliation

Duties completed as per shift duties roster

Incident reporting in a timely and accurate manner and as per established procedures 

Area remains tidy and clean throughout shift
	

	5.

Wagering Duties
	· Adherence to legislative requirements

· Adherence to established venue procedures

· Provision of customer service including pay out of winning bets, display of results

· Incident reporting as per established procedures

· Replenish wagering consumables and stock

· General cleaning and tidying of wagering area including wiping down benches and picking up litter
	Correct display of race sheets, scratching marked correctly

Balanced shift cash reconciliation

Duties completed as per shift duties roster

Area remains tidy and clean throughout shift
	

	6.
Food Duties
	· Adherence to legislative requirements

· Adherence to established venue procedures

· Provision of customer service including order taking, general waiting duties and customer queries

· Menus are explained and presented to staff

· General cleaning and tidying of food area including wiping tables, picking up glasses etc
	Monitor staff duties completed as per shift duties roster

Orders taken in an efficient and courteous manner

Staff can adequately respond to customer queries regarding the menu

Area remains tidy and clean throughout shift


	

	7.

Working with others
	· Develops methods of  creating a harmonious working environment for peers and subordinates

· Assists staff dealing with customer complaints

· Shares updated hospitality knowledge with colleagues as appropriate 
	Demonstrates effective oral and written communication

Tailors communications to acknowledge needs and expectations of staff and customers

Demonstrates effective methods of dealing with customer complaints and staff disputes
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