
 
 
 

Sheffield Media And Exhibition Centre Ltd 

Application Pack 
 

Job Title: Operations Manager 

 

Introduction to Showroom Workstation  

 

Showroom Workstation is a registered charity and a unique organisation operating a four-screen 

independent cinema, a thriving café/bar, and a 60-unit creative industries managed workspace 

complex.  We also have a busy conference and event programme, many festivals throughout the 

year and hold regular business networking activity.  We are located in a converted art deco former 

car showroom adjacent to Sheffield railway station and the main campus for Sheffield Hallam 

University.  We are recognised as an Investor in Diversity and ensure that this is reflected in all our 

work. 

 

We collaborate with many partners including the British Film Institute, Sheffield City Council, South 

Yorkshire Combined Mayoral Authority and both Sheffield universities.  We host Sheffield Doc/Fest 

(one of the UK’s largest film festivals), Celluloid Screams (Horror Film Festival), ShAFF (Sheffield 

Adventure Film Festival) and many other unique and one-off events throughout the year.  We are 

one of the two partners in Film Hub North, which is developing film exhibition in the north of 

England, supports screen heritage and proactively champions talent development in our region.  Our 

Youth Film Academies provide training and access to the film industry for a diverse range of young 

people every year.  

 

We have a wide range of customers including cinema goers, conference delegates, creative 

industries tenants and café/bar visitors. Our audience ranges from young people taking advantage of 

our low-cost cinema ticket scheme, retired customers attending our special weekly screening, 

visiting professionals attending one of our regular industry events or local filmmakers arriving for a 

Q&A session with a visiting director. 

 

Our cultural cinema programme has some financial support from our partners, but we rely on our 

self-generated income to cross-subsidise our charitable and educational activities.     

 

This post is part of the Senior Management Team with occasional reporting responsibility to the 

board of trustees.   

 

Our Ideal Candidate 

 

This is an exciting time to join our team and we begin to navigate the opportunities and challenges 

of recovery and growth after the Coronavirus pandemic.  We are relishing the challenge of trying 

new ways of working and implementing some new ideas.   

 



 
 

In this role you will be responsible for the front-of-house and customer facing elements of our wide-

ranging programmes of film screenings, festivals, unique one-off events, as well as managing our 

busy café/bar.  You will be involved in business planning, event organising, building our conference 

and event activity, and engaging with a wide range of different partners.     

 

You will utilise a range of skills and knowledge of the hospitality sector, with a proven track record of 

delivering financial results and high levels of service standards.  You will have flexibility to influence 

our activity including helping to devise new menus, new areas of service and to work with our 

communications team to help promote our offer.    

 

We would like to appoint someone with a range of experience in the hospitality sector.  Knowledge 

and contacts in the local catering and hospitality sector will be a distinct advantage.  An 

understanding of the needs of a wide range of customers and of delivering different types of events 

will be useful.   

 

Our ideal appointment will be a natural communicator with experience of people management who 

can develop our different teams and maintain our service standards.  Above all we want to recruit 

someone with an enthusiastic approach to the role and with energy and flexibility to help us develop 

our business.  

 

  

Job Description 

 

Job Title:   Operations Manager 

Salary:  £42,000pa 

Annual Leave:   21 days plus bank holidays 

Responsible to:   Chief Executive 

Overall responsibility for: Food & Beverage Manager, Cinema Manager, Sales Manager, Events 

Manager, Head Chef.   

Hours of work: 37 hours per week, usually worked over five days.  The role includes 

working occasional duty Manager shifts.  The post-holder must be 

able to work flexibly and to be able to cover early starts, late finishes 

and weekend working, in support of the needs of the business.  

 

Purpose of the Job: 

 

The Operations Manager will have an overview of our commercial activity ensuring that sales and 

profitability continue to grow and that GP margins are maintained.  The role has specific 

responsibility for all operational activity including kitchen, bar, cinema front of house, cinema kiosk 

and conferencing.  Within this remit lies responsibility for building sales, developing and maintaining 

our customer service standards, public safety, staffing, purchasing, budgeting, profitability, licensing 

compliance and overall operational delivery of the commercial activities of the organisation.   

 



 
 

The Operations Manager is a key member of the Senior Management Team of the Showroom 

Workstation and will work closely with other Heads of Dept. to ensure we maximise business 

opportunities and operate efficiently.  We require someone who is result driven and experienced at 

managing and motivating staff to provide exceptional customer service.   The post-holder also needs 

to be able to work flexibly, with an entrepreneurial attitude.   

 

The Operations Manager needs to be skilled in organising events, budgeting and to have vision and 

understanding of Showroom Workstation’s role in Sheffield as a cultural venue and creative 

industries business centre.  

 

Duties: 

 

Food & Beverage: 

  

1. To maximise sales and profitability of the Department and ensure that Gross Profit targets are 
achieved, staff cost ratios are maintained and effective cost controls are in place.  

 

2. To play a lead role in development of menus and catering sales strategies with the senior 
management team and the Head Chef to drive sales and profitability. 

 

3. To implement sales strategies across all aspects of the catering operation including the kiosk, bar 
and occasional temporary locations throughout and outside of the building. 

 

4. To have overall responsibility for the purchasing across the Department including negotiating 
regularly with existing and potentially new suppliers to ensure that the most beneficial discounts 
and terms are obtained. 

 

Service Delivery: 

 

5. To oversee the front of house operation of the Department on a day-to-day basis, ensuring that 
correct staffing levels are deployed for us to meet the requirements of our premises license and 
of our expected business levels whilst delivering the highest standards of customer care at all 
times. 

 

6. To develop clear lines of communication throughout the department so that all staff are aware 
of the daily priorities of the business, and ensuring this information is disseminated at all levels 
as required.  This will include arranging and attending weekly meetings with the Duty 
Management team and other direct reports. 

 

7. To ensure that SOP’s are implemented and monitored for potential improvement to deliver 
consistently high level service standards at all times.   
 

8. To develop systems to check that all public areas are maintained to the highest standard, regular 
building inspections are undertaken, and any deficiencies are dealt with on a timely basis and in 
accordance with H+S regulations. 
 



 
 

9. To have responsibility for staff development, including induction and training programmes to 
enable everyone to carry out their duties to the highest standard.    

 

10. To have responsibility for stock levels and stock checks ensuring this is reconciled with cash 
income.   

 

Conferences, Festivals and Event Delivery: 

 

11. To ensure conferences and events are delivered to the highest standards, and that GP targets 
are achieved in line with budget planning. 
 

12.  To liaise with conference and festival organisers to ensure that adequate staffing levels are 
deployed to meet client expectations and to meet our required standards.    

 

Licensing and Statutory Requirements: 

 

13. To enforce and operate within all statutory regulations including Health and Safety, Security and 
Hygiene and to ensure that the Company complies with all requirements of the Licensing 
Authority. 

 

14. To ensure that all staff are fully aware of the licence regulations under which we operate. 
 

Management: 

 

15. To liaise with the Chief Executive and Finance Manager to produce an annual budget in line 
with the company business plan and ensure the department achieves sales and profitability 
targets. 

 

16. To oversee the effective production of staff rotas and ensure that costs are controlled, budgets 
are adhered to, and staff are deployed effectively to meet the needs of the business. 

 

17. To ensure that company procedures are correctly followed by all staff as required within the 
Operations department, including cash, stock and purchasing systems, recruitment, induction, 
and staffing policies; licencing, H+S, allergens, hygiene, and other relevant key company policies 
as required.  

 

18. To develop an understanding of, and effective use of, company software systems so they are 
used to maximum advantage.  

 

19. To submit, and present, reports on departmental progress to the board as required. 
 

20. To be a proactive member of the Senior Management Team, attending and contributing to 
weekly meetings, acting as ambassador to staff, customers, and stakeholders, and to prepare 
reports and to contribute to the ongoing development and delivery of the company business 
plan. 

 
 



 
 

21. To liaise as required with all departments, including the marketing team, to ensure effective 
implementation and delivery of department related marketing strategies 

 

General: 

 

22. To undertake all duties in compliance with company policy. 
 

23. To undertake any other duties as may be reasonably required that do not alter the character and 
nature of the post.  

 

24. To be responsible for own time management and to be flexible in meeting the objectives of a 
full-time venue. 
 

25. To ensure that the Operations Department is managed in accordance with the Company’s policy 
regarding equality, diversity, and respect.  

 

Person Specification 

 

Essential: 

 

1. Proven track record in building sales and delivering financial results   
 

2. Experience of managing a bar/catering operation or similar establishment, including 
knowledge of stock control, product promotion and pricing strategies 
 

3. Proven experience of developing and delivering customer service standards to the highest 
level. 

 

4. Demonstrable experience managing a complex, multi-disciplined and multi-functional staff 
team, to include staff development, rostering, and effective/efficient staff deployment 

 

5. Demonstrable experience of business planning, financial management and setting, and 
adhering to budgets 

 

6. Experience and aptitude for working with IT systems as relate to the hospitality sector such 
as rostering stock systems and demonstrable computer literacy, particularly in Excel.   

 

7. Experience and knowledge of licensing laws 
 

8. Excellent communication skills and experience of dealing with staff at all levels, 
stakeholders, board members and the general public on a regular basis 
 

9. A passion for food and drink with experience of working in a busy city centre venue 
 

10. Understanding of and commitment to equality and diversity best practice 
 

11. Flexible, enthusiastic, and able to work as part of a committed team  



 
 

Desirable: 

 

1. An interest in film or the creative industries 
 

2. A current first aid certification 
 

3. Level 2 food hygiene qualification 
 

4. Up to date Personal licence holder 
 

 

 

 

 

 

  

 

 


