GLASGOW FILM/

Information for applicants: Front of House Operative (Bar)
November 2016
Dear Applicant
Thank you for your interest in the post of Front of House Operative for Glasgow Film.
In this pack, you’ll find some background information about Glasgow Film, along with more detailed information about the role, a job description, a person specification, and broad terms and conditions.

If you’d like to apply for the post, please download the application form and the equal opportunities monitoring form from our website http://glasgowfilm.org/vacancies Please refer to the job description and person specification in your application, telling us why you are interested and what skills and experience you would bring to the organisation. In addition to the application form and our equal opportunities monitoring form please submit an up-to-date C.V. and cover letter.
Completed applications should be addressed to Caroline Rice and emailed to: Vacancies@GlasgowFilm.org. Please note that, in line with our environmental policy, we are only handling applications electronically. The closing date is 12 noon on Friday 25th November. We’ll confirm we have received your application by e-mail.

We hope to hold interviews week commencing 28th November. Please let us know, in your cover letter, whether you would be available for interview on that date so that we can be aware, in plenty of time, if we need to make alternative arrangements for any short-listed candidates.

If you need more information before you apply, please contact us by emailing Johnny Thompson at Johnny.Thompson@GlasgowFilm.org
We look forward to hearing from you and thank you again for your interest.

Yours truly
David Gattens
Finance/Commercial Director
About Glasgow Film/

Our Mission:

Glasgow Film is a national centre for film and moving image media where audiences and filmmakers experience and debate cultural practice and ideas through diverse, unique and quality programmes that transform the way people see the world, through film. 

Quality programming, engagement and learning are central to the ethos of Glasgow Film. We aim to create excellent, accessible and innovative moving image programmes and creative learning opportunities around film for all age groups. We want to enable people of all ages and backgrounds to experience a diverse film programme with the potential to intersect with their lives in meaningful and inspiring ways. 
Glasgow Film is...

• The GFT, Glasgow’s centre for film-lovers. Glasgow Film Theatre has been leading the way in specialised cinema for over 40 years. Our three screens show 100% specialised titles, 1st run world and independent cinema, artists’ experimental work, issue based programmes, thematic seasons, repertory programmes, Scottish produced work, festivals, and a programme of event cinema and live broadcast. 

• Glasgow Film Festival (GFF) established in 2005, has become the launching pad for the best of international and Scottish cinema and is recognised as one of the top three film festivals in the UK. GFF presents a unique programme including feature films, industry workshops, special events and work for children and families. Our approach is 'up close and personal' where audiences and creative industry practitioners get the opportunity to meet filmmakers from around the world. GFF also presents a week-long GFF Schools Week and produces the Glasgow Youth Film Festival (GYFF) one of the most innovative youth film festivals in Europe. Programmed by young people, it presents an outstanding range of international films and creative workshops for young people across the city.

• Glasgow Short Film Festival, Scotland’s leading short film event, champions new film talent by providing an annual showcase and meeting point for new and established Scottish and international filmmakers, industry delegates and the local audience. An intense five days of competition screenings, unique special programmes, workshops and live events showcasing the most exciting short form moving image content.

• Glasgow Film’s Engagement and Learning programme works across all of Glasgow Film, both physically and virtually, and working with schools, colleges, universities and the community, aims to provide and nurture creative, inspiring, informative and participative public engagement and lifelong learning opportunities around cinema and the moving image.
Overview of role

Glasgow Film Front of House Operative (Bar)
Terms and Conditions
Employer: 

The Glasgow Film Theatre Ltd

Salary:

£15,873 (pro-rata)
Term:
The post is offered as a fixed term post until Friday, 
3rd March 2017
Hours: 
13.5 hours per week usually worked over 3 shifts.  This will involve weekend and evening work.  
Holidays: 
20 days per year plus 11 currently recognised bank/public holidays (pro-rata)
Notice Period: 
1 week for both employer and employee
Benefits:
Staff membership benefits: subject to availability - free entrance to GF events, 2 free guest tickets per month

Right to work: 
The successful applicant will be required to provide documentation under the Immigration, Asylum and Nationality Act 2006

References:
Offers of employment are subject to the receipt of references that are satisfactory to Glasgow Film

Start date:

The post is available from 28th November 2016
Glasgow Film strives to be an Equal Opportunity organisation and as such positions will be offered to the candidate with the required skills for the post and without consideration to a candidate’s race, colour, ethnic origin, nationality, national origin, religion or belief, sex, sexual orientation, gender reassignment age, marital or civil partnership status or disability.  
JOB DESCRIPTION: Glasgow Film Front of House Operative (Bar)
Reports to: GFT Front of House Manager on duty
Main Purpose of Post: 
The role involves working in our team of Front of House Operatives who work in a highly pressured bar environment. GFT is the most successful independent cinema in the UK outside of London and a not-for-profit educational charity. Our bars are open seven days a week and our doors are open for a wide range of special events and hires. Bar staff are required to serve a range of hot and cold drinks while maintaining high levels of cleanliness in all areas of the bar. During quieter periods re-stocking and cleaning of the bar is carried out by all staff.
Our bar staff must have great interpersonal skills and can work well in a small team. We expect our staff to be capable of giving excellent customer service and be of a positive and pleasant nature when dealing with all people. Experience of cash handling and customer service are also essential. Bar staff are aware of the importance of maximising sales and income generation through bar sales.
Job duties:

·         Taking cash and credit/debit card payments

·         Clearing tables and filling dishwashers

·         Restocking the bar

·         Cleaning all areas of the bar

·         Preparing and serving coffee
This job description describes the principal purpose and main elements of the job at this time. It is a guide to the nature of the main duties as they currently exist but is not intended to be all-inclusive. The post holder is expected to work flexibly and respond positively to changing business needs.
GLASGOW FILM/
PERSON SPECIFICATION
	
	Essential (E)/
Desirable (D)

	Experience

	

	Experience of cash handling and good numeracy skills
	E

	Extensive experience of preparing coffee and a variety of alcoholic drinks
	E

	Extensive experience of working in a cafe or bar environment
	E

	Knowledge and Understanding

	

	An understanding and consideration of the needs of our diverse audiences
	E

	Personal license for the serving of alcohol
	D

	Box Office/Ticketing experience
	D

	Experience of floor and queue management
	D

	An understanding of and commitment to equal opportunities and to making the arts accessible to all
	E

	An understanding of environmental and sustainability issues and commitment to assisting GF in reducing its carbon footprint
	E

	Skills

	

	Excellent customer service skills
	E

	Ability to work long hours under pressure at busy events
	E

	Personal Qualities and Attitudes

	

	Friendly team player with a professional hands-on approach
	E

	Positive thinker 
	E

	Energy and self-motivation
	E

	Committed to quality and attentive to detail
	E

	An interest in the arts, film and festivals 
	E

	The ability to communicate effectively with a wide range of stakeholders
	E

	A flexible and hardworking attitude
	E

	Availability to work over Christmas, New Year and Glasgow Film Festival and the potential for extra hours required during these busy periods
	E
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