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JOB DESCRIPTION 
	JOB TITLE:  Venue Manager 

	DEPARTMENT:  Estates and Commercial Facilities

	LOCATION: Brayford Campus

	REPORTS TO:    Head of Commercial Facilities

	GRADE:       8           POST NUMBER: EF 5103

	DATE:                 August  2012


	Context

	The Engine Shed, Tower Bars and LPAC play a key role at the University of Lincoln enhancing the Student Experience and delivering a varied entertainment programme in a financially sustainable manner. The Engine Shed is currently the University’s largest single trading operation with a turnover in excess of £1.6M per year. The venue is regarded as one of the country’s leading live music venues and is one of the counties most significant public performance venues.

The position sits within the Commercial Facilities management structure and is responsible for the management of the Engine Shed and Tower Bars at Brayford and the front of house and box office activities for the Lincoln Performing Arts Centre (LPAC).



	Job Purpose

	The position will be responsible for leading and managing the venues as a trading organisation, capable of responding in the most efficient and effective way to the department’s key markets, which are a) the University’s students and staff, b) other, external customers and c) the Events office (through which third party organisations make use of the University’s resources and facilities) so that the department achieves objectives set by the university in terms of income, profitability, quality and reputation. The postholder will also be responsible for the management of the LPAC in regards to the box office and front of house functions as well as promoting and developing the venue for private hire.

The role will develop the future strategy for all of the directly managed operations and lead the team to make the most effective use of University resources. This will be achieved through customer focussed service delivery and building and maintaining key customer relationships both within the University, with University of Lincoln Students Union (ULSU) and with third party organisations.

The Engine Shed and the Tower Bars are based in the Student Centre, a building which is shared with the ULSU. It is key to success in this role that close and effective relationships are developed and maintained with the ULSU, reflecting the focus of the Student Centre in promoting all aspects of the Lincoln Student Experience, including entertainment.

The postholder will ensure compliance with all local and national legislation and regulations as well as relevant industry standards.




KEY RESPONSIBILITIES
	Key Responsibility 1


	Lead the team to develop, market and promote the venues (including identifying and recommending new business development opportunities) in order to improve profitability, quality and the university’s reputation.
 

	Key Responsibility 2


	Contribute to the development and implementation of the Engine Shed and Tower Bars Strategy through consultation and collaboration, which demonstrates how the department’s objectives will be achieved, and to deliver agreed targets based on those plans.


	Key Responsibility 3


	Ensure staff understand the vision for the venues and their part in delivering success and that they are motivated and committed to achieving the vision.


	Key Responsibility 4


	Establish appropriate reporting and monitoring arrangements to ensure that the department and the University regularly review progress against business and financial plans in line with the University’s strategic objectives


	Key Responsibility 5



	Set and manage the Engine Shed entertainment agenda, venue scheduling and oversee the programming strategy for public performances, events and student activities.


	Key Responsibility 6


	Lead the marketing for the venue for the events, programme and student activities along with developing the overall marketing and brand for the venue.


	Key Responsibility 7



	Develop long term client relationships and a commitment to excellence in service delivery amongst staff.


	Key Responsibility 8


	To develop and maintain a close liaison and working relationship with the SU Management & Officer team, particularly the SU General Manager and relevant committees to ensure the interests and objectives of the Students and Students Union are reflected in the operation of the venues


	Key Responsibility 9


	Work closely with the catering, conferencing, events and marketing teams to support a corporate approach to the marketing and sale of University facilities and services.


	Key Responsibility 10


	To co-ordinate the development of the venues with the University’s overall Marketing Strategy for student recruitment to ensure that appropriate facilities are available to meet the requirements of different student groups, as well as the development by the University of alternative business in line with the University’s primary purpose which is higher education and research.


	Key Responsibility 11


	To establish systems and procedures within the venues in order to ensure compliance with University Regulations and to ensure that the venues operate at all times with complete integrity and transparency.


	In addition, undertake such duties as may reasonably be requested and that are commensurate with the nature and grade of the post.




ADDITIONAL INFORMATION

	Scope & Dimensions of The Role
	The Venue Manager will be charged with shaping the vision for the future activities of the venues and to manage and deliver the operational performance to realise agreed financial targets and enhance the University’s reputation. 

The Operations Manager has 5 direct reports, with overall responsibility for 10 permanent members of staff and 170 casual staff. The Operations Manager will be responsible for managing a budget of £2.5M.



	Key Working Relationships


	Internal

External

	Venues’ Senior Management Team

ULSU General Manager, staff and Officers

Student Affairs
LPAC Artistic Director

External clients
Suppliers
Music Promoters

Live music and artiste agents




	Key Networks

	Internal

External

	University Marketing and Comms Department

University Conference Office

University Finance

Estates Services team
Local Authority / Licensing

Local Community
Lincolnshire Police



	Author
	Richard Merryweather
	HRBA


	Jo Edwards


PERSON SPECIFICATION

Job Title:  Venue Manager
              

Post Number:  EF5103
	Selection Criteria
	Essential (E) or Desirable (D)
	Where Evidenced

Application (A), Interview (I),  Presentation (P); References (R)

	Qualifications: 

Degree or equivalent experience
Demonstrable continued professional development 
Personal Licence Holder
	E
E

E
	A

A,I

A

	Experience: 

Senior management experience in a commercial, customer service focused environment

Management and development in an entertainment led or leisure organisation
Experience of event planning and management.
Financial management including business case preparation
Experience creating print and marketing designs and working with designers for promotional material.
	E

E

D

E
D
	A

A, I

A, I

A, I, P

A, I

	Skills and Knowledge:

Development of staff and teams

Commercial vision and financial acumen

Knowledge of the live music industry and an understanding of entertainment and services for the customer base.
Ability to communicate at all levels throughout an organisation

Current and working knowledge of legislative context including 

health & Safety and Licensing
	E
E

E

D

E


	I

A, I, P
I, P

I

A, I

	Competencies & Personal Attributes:

Excellent negotiating, interpersonal and communication skills

Good team player who can provide leadership to their team

The ability to manage a successful balance between commerciality, duty of care and the protection and enhancement of the university’s reputation. 
	E

E

E


	I, P

I

I

	Business Requirements:

Ability to travel between campuses

Able to work outside normal office hours (ie evenings/nights and weekends)
	D

E
	A

I


Essential Requirements are those, without which, a candidate would not be able to do the job.  Desirable Requirements are those which would be useful for the post holder to possess and will be considered when more than one applicant meets the essential requirements.  
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