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JOB DESCRIPTION

Department/Division: Signing Tree Venue 


Job Title: Deputy Venue Manager  

Location: Deaf Cultural Centre, Ladywood rd, Birmingham 
Grade:
Accountable to: Venue Manager 
Overall Purpose of the Job
The Deputy Venue Manager plays a practical, hands‑on role within a small team consisting of the Venue Manager and Chef. You will work directly on the venue floor every day, supporting all operational tasks including event setup, hospitality service, IT/AV support, stock handling, cleaning standards, and customer service.

You will ensure smooth running of events and daily operations by working side‑by‑side with the Venue Manager and Chef, often taking responsibility for tasks independently. You will act as the Venue Manager in their absence.
Key Responsibilities

Hands‑On Venue & Event Operations

· Actively participate in setting up conference rooms, laying out equipment, arranging seating plans, and preparing the venue for events.

· Assist with hospitality service including serving food/drinks, replenishing buffets, and ensuring dietary/allergen requirements are met.

· Provide direct technical support at events: setting up projectors, sound systems, hybrid equipment, laptops, and troubleshooting issues in real time.

· Support the physical opening and closing of the building, including locking up, securing rooms, and checking safety standards.

· Maintain the cleanliness and presentation of all venue spaces, reporting and responding to issues immediately.

· Help receive deliveries, unpack stock, transport goods to relevant areas, and organise storerooms.

Customer Service & Client Support

· Be visible and hands‑on during events to assist clients, resolve issues, and maintain excellent service standards.

· Welcome clients on arrival, ensure needs are met throughout the event, and respond promptly to last‑minute changes.

· Support clients with IT/AV setups and be the first point of contact for any technical concerns.

Events & Customer Service

· Oversee delivery of a wide range of events and conferences, ensuring a high-quality, customer‑focused service.

· Respond to client enquiries, ensuring diverse customer needs are met.

· Maintain knowledge of industry trends, including food and beverage developments.

· Ensure allergen compliance and high standards in food preparation and service.
Stock, Food & Beverage Support

· Participate directly in stock ordering, rotation, stock checks, and food preparation areas.

· Assist the kitchen team when required, ensuring fresh food standards are maintained.

· Monitor and minimise wastage through hands‑on stock handling and accurate recording.

Financial & Administrative Duties

· Support with achieving financial targets by managing resources effectively and maintaining cost control.

· Provide accurate information on event changes for invoicing and financial reporting.

· Produce quotes in the absence of the Sales Executive and identify repeat business opportunities through direct client interaction.
Compliance & Safety

· Take personal responsibility for ensuring food safety, allergen compliance, hygiene checks, and venue safety procedures are followed.

· Participate in regular Health & Safety procedures, including manual handling, equipment checks, and fire safety processes.

General Duties

· Act as the Venue Manager in their absence, making operational decisions and supervising all areas of the venue.

· Support organisational events, projects, and community activities where required.

· Participate in training and development including BSL learning.

Confirmation of Agreement

I have read, understood and agree, to the above terms and conditions of my job description. 

Employee’s Signature: ___________________________   Date: ________________

EMPLOYEE PERSON SPECIFICATION TEMPLATE – APPENDIX 2
[image: image2.jpg]signingtreevenue




PERSON SPECIFICATION FORM

Department/Division: STV 


Role/Job Title: Deputy Venue Manager 






Person Specification 

Knowledge (Essential)

· Strong practical understanding of hospitality operations, including food service and event delivery.

· Knowledge of health & safety, food hygiene, and allergen compliance.

· Ability to set up and troubleshoot IT/AV equipment confidently.
Skills (Essential)

· Comfortable performing physical tasks such as lifting equipment, room setup, and stock movement.

· Excellent face‑to‑face customer service and problem‑solving skills.

· Strong organisational and multitasking ability.
Experience (Essential)
· Direct, practical experience within hospitality/events roles. 
· Experience delivering excellent customer service in dynamic environments.
Qualifications

· Willingness to work towards a BSL qualification (essential).

· Hospitality, catering, or venue-related qualifications (desirable).

· Basic Food Safety (desirable) 
Desirable
· Experience running high‑volume events or catering operations.

· Experience within community‑focused or multi‑use venues. (desirable) 
Personal Qualities

· Practical, proactive, and willing to get tasks done.

· Calm under pressure and able to adapt to last‑minute changes.

· Strong teamwork ethos 

Circumstances

· Able to work flexible hours including evenings and weekends.
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