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Position Description

Draft 1

	Organisation
	Black Stump Soccer Club Inc.

	Position Title:
	Club Manager

	Position Type:
	Salaried Position

	Reports to:
	Management Committee of Black Stump Soccer Club Inc., in particular the Treasurer, Secretary, Vice President, President

	Duties:


	Manage bar and canteen purchases

· Establish purchasing rapport with suppliers

· Purchase Alcohol

· Purchase Canteen Supplies

· Receive orders and ensure all stock is in good order

· Conduct physical stock check at month end and formulate report of stock inventory

	
	Staff Management

· Prepare and maintain staff rosters on a weekly basis

· Conduct staff training in accordance with gaming policy and procedure.

	
	Finance and Accounting
· Submit weekly statistical data on bankings; and bar and gaming sales

· Oversee staff, paid and voluntary. Set up rosters

· Recommend to Management Committee course of action for bar promotion

· Maintain petty cash float

	
	Gaming

· Ensure gaming service areas of the Club are fully prepared and maintained for service needs of members.

· Monitor gaming section of the Club during the shift 

· Maintain control over cash management (including main float and tills) and adhere to security procedures when handling cash.

· Maintain accounting system relevant to control of poker machine services section.

· Deal with member or guest complaints.

· Carry out and ensure poker machine procedures are conducted in line with Queensland gaming regulations.

	
	Other
· Fulfil the requirements of the Workplace Health and Safety Act 1995 

· Co-ordinate Club Bookings

· Attend Management Committee meetings as required

· Other duties as required

	Term:
	12 months effective XX November 2006, expiry XX November 2006

	Salary:
	

	Superannuation:
	Paid at the required rate by the club into a nominated Super Fund

	Annual leave:
	Entitlement four weeks fully paid leave for each twelve months. No leave loading will be payable on annual leave.

	Sick leave:
	Entitled to seven days for term of contract. A medical certificate must accompany any three consecutive days of sick leave.

	Options:
	The Management committee reserve the right to terminate this contract should the Management committee deem there to be inadequate funds to support the above-mentioned position. Minimum termination notice will be two weeks.

Upon acceptance of the paid position – resignation prior to the expiry date will be required in writing, giving a minimum of two weeks notice. This must be submitted to the Secretary. Penalty for non-compliance will be one weeks pay.

	Selection Criteria
	The successful applicant will therefore need to:

· Be able to work flexible hours and a variety of shifts. 

· Have a current Gaming Licence 

· Be approved by Queensland Office of Gaming Regulation to operate gaming machines.

· Experience in bar supervision 

· Experience with gaming machines including cash clearance 

· Knowledge of relevant host responsibility pertaining to liquor licensing and gaming 

· Experience in preparing control, management and motivation of staff

· Ability to work with elected management. 

· Ability to use advanced features of MS Word and MS Excel

· A good standard of written and oral communication. 

· Competent people skills

· A willingness to acquire the obligatory qualifications necessary to satisfy liquor and gaming license requirements. 
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