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SOAS University of London Students’ Union is a charity run independently from the University. The students of SOAS are our members, this is who we ultimately work with and for. Based in central London with a vibrant community where people share the same values and care about each other. Students are at the heart of what we do and we are ambitious to be the best we can be and support others to do the same. 
The successful candidate is excited by the opportunity to run a diverse range of commercial services which includes a bar and live music venue, retail/merchandise outlet and coffee outlet. They will be able to demonstrate experience of leading teams and managing a range of commercial services, which have engaged their customers and shown consistent growth. 
This is an opportunity to work with an organisation that is values driven and believes in empowering each individual to reach their potential. You will be working with a forward thinking and innovative leadership team, who are creating a team of talented individuals to deliver the commercial strategy. 


Section 1: Key Information

	Job Title
	Commercial Supervisor

	Department(s)
	Commercial Department

	Team
	Commercial Services

	

	Responsible to
	Head of Commercial Services

	Responsible for
	· Operational control of Bar Shop and Coffee Pod
· Shift management and staff supervision
· Excellent Customer Service
· Safe and Compliant working
· Logistics and dealing with orders, deliveries and stock management.


	Direct Reports
	· Staff Supervisors
· Staff

	Contract type
	Permanent

	Hours of work
	Working five days Monday to Friday, hours as required to suit the operational needs of the business including work in both retail and licensed trade outlets. Occasional weekend work.



	Grade
	£31,200 

	

	Purpose of role
	To support the Head of Commercial Services with the delivery of efficient, cost-effective services at the outlet.

To be a lead manager on key shifts in the commercial outlets
 
To ensure that standard operating procedures are consistently applied and to ensure staff and resources are used with maximum efficiency.

To ensure staff are deployed in a manner reflecting the expected levels of business via use of the rota system.

To ensure that staff are professionally trained and have all the skills required for the delivery of exceelent customer service. 

To support the efficient management of all the orders and logistics processes and ensure that the outlet is properly stocked in a manner that reflects the expected levels of business.
 
To ensure the service is delivered in a safe and clean environment and the operation is run in line with all compliance requirements of legislation governing licensing, food safety and general health and safety.




	Strategic alignment
	· Support the delivery of the Union strategic plan.
· Support the delivery of the commercial strategy.
· To deliver the objectives agreed in the Operational Plan




Section 2: Key Deliverables

	Strategic Management and Leadership

· To support the Head of Commercial Services in the achievement of their objectives and the delivery of the operational plans for all commercial activity.
· To support the Head of Commercial Services in limiting the risks associated with outlet operations.
· To ensure safe and compliant working practices are used in all service delivery and processes.


	People Management

· To support the health and wellbeing of the staff team
· To take support the training and development of the staff team and to ensure that all standards are maintained and that the level of staff performance supports excellent customer experience.
· To ensure that all bar, catering and retail staff have clear communication and that objectives are fully understood and aligned to the planned activity and achievement of budgeted targets.


	Financial Management and Reporting

· To support the successful delivery of financial targets in line with the agreed key performance indicators.
· To ensure that stock is effectively managed and that storage areas are clean properly rotated and conducive to the objective of reducing waste.
· To take responsibility for the planning of resources in line with expected levels of business.
· To support the delivery of excellent experiential and promotional activity as required.
· To support ongoing commercial development of the SOAS Commercial outlets via the effective use of feedback and clear communication of issues.


	Service Development and Delivery

· The operation of all bar, retail and catering.
· Manage the day-to-day operation of the outlets and the operational responsibility for ensuring that the service is delivered in  a safe well planned and well-resourced manner.
· The delivery of excellent customer service at all levels via effective staff training.
· The line management of the commercial supervisors and staff and the development of an excellent communication with the staff group to ensure that all staff are properly equipped to meet the needs of the customers and to achieve the agreed targets.
· To Support student officers in the delivery of their campaigns when appropriate to do so. 
· To support the management team ensuring that all outlet operations are delivered professionally safely and cost effectively.
· To ensure that stock replenishment is consistently completed to a high standard and to ensure that any barriers to sales are monitored and removed efficiently.



	Health and Safety Management

· To support the objectives of the SOAS health and safety policy
· To support compliance with all required legislations including but not limited to the licensing laws, and the laws relating to food safety, allergen management, manual handling, COSHH and Health Safety and fire prevention.
· To show a clear commitment to the delivery of the SOAS Health and Safety Policy
· To ensure that all activity is delivered safely and securely and, in an environment, where risks to staff and customers are assessed and properly mitigated.
· To ensure all staff are trained in matters of safety and compliance to a level commensurate with their work activity.


	Ethical and Environmental Management

· To support the positive development of the Unions Sustainability policy.
· To commit to delivering activity and projects in a sustainable manner
· To support the Union and officers in the delivery of campaigns and activity designed to improve our sustainable performance.
· Comply with all Union policy in relation to equality and diversity.



	Other Duties

· Comply with relevant data protection policies, ensuring General Data Protection Regulations are considered when making plans and decisions.
· To support the delivery of activities that are as diverse as the membership and support is available for activity that is suitable for all the students in the Union.
· Comply with the requirements of the GDPR regulations.






Section 3: Person Specification
	Person Specification

	

	Requirements
Candidates/post holders will be expected to demonstrate the following
	Essential E/
Desirable (D)

	Education and Training
	

	Experience in supervising a high-volume commercial operation.

	E

	Experience in use of tills and automated payment systems

	E

	Ability to train and communicate with staff.

	E

	Personal Licence Holder

	E

	Experience and Knowledge
	

	Experience to a supervisory level a high-volume retail operation with turnover more than £250,000.

	E

	Experience in supervising a large team and of being effective in communicating with large staff groups.

	E

	Ability to work in partnership with managers from multiple departments.

	E

	Understands the purpose of the commercial activity within a charity and supports the development of a social enterprise approach.

	E

	Knowledge of relevant legislation relating to health & safety, data protection, licensing & equal opportunities

	E

	Skills & Abilities
	

	Digitally Innovative – has experience in using till and payment systems and of stock management.

	E

	Communication skills – can communicate effectively with individuals and large groups.

	E

	Problem solving – Has the ability to show creativity in challenging circumstances.

	E

	Awareness of & sensitivity to EDI commitments

	E

	Market awareness – can demonstrate knowledge and experience in understanding the needs of the student market.

	E

	Relationship manager – can engage with others and to promote positive work activity amongst colleagues and via partnership working.



	D

	Values, Attitudes & Personal Style
	

	Customer Focussed 

	E

	Professional Approach and evidence of a commitment to high standards

	E

	Collaborative and works well as part of a team.

	E

	Trustworthy: transparent, honest & fair 

	E

	Strong Leadership – can inspire others to achieve the best results.

	E
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