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JOB DESCRIPTION

	Post Title:  Operations Manager For Bury’s Markets

	Department: Resource and Regulation
	Establishment/Post No: CE90030003

	Division/Section: Property Services/Markets Management
	Post Grade: Grade 11

	Location:   Markets Office, 1 Murray Road, Bury or any of the Market locations in the Borough.
	Post Hours: 37 hours per week with limited flexitime on non-market days within service requirements.  

	Special Conditions of Service:   
All day Saturday working as part of the normal working week and some regular Sunday and bank holiday working. Occasional attendance as a key holder at market premises outside normal hours to respond to emergencies and to alarm activations.

	Purpose and Objectives of Post:

To develop, manage and promote Bury’s Markets to high operational standards.  

As a senior member of the Markets Management Team, deal with all operational matters including; maintenance and cleanliness of Market sites, management of Health & Safety issues including dealing with insurance claims in case of accidents and resolving issues to prevent re-occurrence, development of the market sites via improvements to existing infrastructure, and management of relevant budgets.

To ensure the continued success of Bury’s Markets via their promotion and marketing and by; managing the development and operation of on the ground events, purchasing paid for media, providing Press Releases for issue to news media, and the operation of the Market’s Social Media accounts.


	Accountable to:    Head of Property and Asset Management

	Immediately Responsible to: : Markets Manager

	Immediately Responsible for:  Operational Workforce Including; Senior Market Office, Markets Supervisor, Markets Operative, Female Toilet Cleaners and Maintenance Operative. 

To deputise for Market Manager, as appropriate, in their absence including responsibility for Administrational Workforce; Senior Finance and Administration Officer, Market Administration Officers and Toll Collectors.

	Relationships: (Internal and External)

Internal:   Other employees of the Council, trade union representatives and elected members.
External:   Potential and existing stallholders, traders, leaseholders and daily licence holders, professional organisations, charities and other fund-raising bodies, external audit, Inland Revenue, Customs and Excise, suppliers, contractors, representatives of the emergency services, other town centre stakeholders and members of the public.


	Control of Resources: 
Finance:   Management of the Repairs and Maintenance budget.
Personnel:   Responsible for the training, development, discipline and deployment of the Markets’ Operational workforce. 

Health and Safety:   Responsible for ensuring the health, safety and welfare of everyone in the Markets environment and for drafting all operational risk assessments.

Equipment:   Ensure all items of plant and equipment, including computer and related hardware, are used in accordance with the makers’ instruction.


	Duties/Responsibilities: 

	

	Managing Services
· Ensure the day-to-day management of the Council’s Markets, ensuring that all comply with statutory and Market regulations.

· Contribute to improving operational standards by reviewing regulations, method statements and procedures, and dealing first hand with operatives and unions as necessary in consultation with the Markets Manager.

· Identify operational requirements and issue or recommend orders to other Sections, Council’s representatives and outside contractors in respect of repairs and maintenance work and supervise/approve the works where necessary.

· Ensure by the use of the appropriate measures, and by being lead officer, the effective and efficient enforcement of rules, regulations and charters, and the issuing and full control of breach notices to traders.   

· In line with contemporary practices in the competitive fields of markets and shopping centres, recommend amendments to Licensing and control of temporary markets and fairs (including car boot sales and street trading) within the Borough.  

· Keep an auditable log on a PC to investigate and resolve complaints from traders and members of the public. Deal with correspondence and provide information/resolutions in writing to areas of conflict concerning any of the Borough’s markets. 

· Attend Markets premises outside normal office hours in the event of emergency.

· Have overall responsibility for the training and development of operational staff, identifying appropriate training and development opportunities which should address previously identified needs.
· Set and agree with Market Operatives excellence in the field of standards of cleanliness for the Borough Markets premises and environments.  Prepare written operational practices, achieve and maintain them through implementing and improving as part of the Council’s corporate objectives and those identified through Markets Management.  
· Maintain and review risk assessments, health, safety, fire and security arrangements.  Keep abreast of modern technology and use it to improve operational standards and facilities for all Market premises.  You must be able to make a measurable step change to achieve operational excellence.

· Play an active part in the recruitment, management and retention of traders with a view to increasing business, and identify effective use of promotional budgets. 

· In line with the responsibility to ensure compliance with all health and safety legislation relating to markets, maintain safe working practices, undertake regular risk assessments and maintain written inventories in accordance with Council Standing Orders and procedures.



	Managing Finances and Resources
· Establish and maintain a computerised monitoring and review system in respect of the repairs, maintenance and modifications budgets in liaison with the Market Manager and Senior Markets and Administration Officer.

· Undertake a proactive role as a member of the Markets Management Team and

contribute to policy formation, establishing procedures and practices especially in respect to identification of cost savings and continuous improvement of the services offered.

· Working closely with the Markets Manager and the Senior Markets Finance and Administration Officer, make recommendations for setting fees and charges.   Manage arrears on daily licences. Maintain and review efficient operations and assist in the collection of market tolls, rents, fees and charges at any of the Borough’s markets as required.

· Manage and control operational expenditure and deal with contracts for equipment, budgets- authorising expenditure, monitoring income and reporting deviations to the Markets Manager. Record and control expenditure, commitments and calculate an ongoing balance, which is available to spend within budget. Justify any additional expenditure by making savings elsewhere.

· Take responsibility for the management of individual projects and initiatives in conjunction with the Markets Manager, acting as project manager in order to improve operational standards and reduce costs.


	Managing Communications and Information
· Attend and represent Markets Management at meetings with traders and town centre stakeholders, make presentations as necessary to groups and bodies, occasionally in the evening, taking the role of chair when required and ensuring agreed actions are confirmed in writing and expedited on time.

· Deal with all Market Management operational correspondence on a daily basis.  Draft responses to daily correspondence.  Drafts reports and execute Markets Management team and Council decisions.  
· In the absence of the Markets Manager you will deal with all management issues as they arise.   Ensure prompt actions that will resolve issues and maintain an effective and efficient record of events.

· Develop and manage the delivery of a marketing plan and events program across Bury’s Markets.

· Develop and manage social media to heighten profile of Markets and lead generation for potential customers and traders.


	

	Corporate Responsibilities
· Manage operational staff in line with the Council’s policies and guidelines upon discipline, capability and conduct at work, taking an active role in recruitment and selection when necessary. You must deal first hand with any issues involving trade unions and be able to deal with satisfactorily and resolve any areas of possible conflict. 


	Health and Safety responsibilities

· To carry out work in a manner that does not place the health and safety of yourself or others at unnecessary and/or inappropriate levels of risk.

· To fully co-operate with the Department’s and the Council’s managers in all matters relating to occupational health and safety

· To ensure that the Department’s and the Council’s health and safety arrangements are applied.

· To report any damage to equipment and shortcomings in local arrangements to a supervisor or line manager. 

· To ensure that appropriate management or organisational representatives are informed of; any apparent cases of serious or imminent danger, situations which present a significant risk to health or safety, and any shortcomings in departmental and/or organisational arrangements.


	Where an employee is asked to undertake duties other than those specified directly in his/her job description, such duties shall be discussed with the employee concerned who may have his/her Trade Union Representative present if so desired. (See paragraph 203 of supplemental Conditions of Service)

	Job Description prepared by:
	Signed: 
	Date: 

	Agreed correct by Postholder: 
	Signed:
	Date:

	Agreed correct by Supervisor/Manager:
	Signed:
	Date:
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DEPARTMENT FOR RESOURCES & REGULATION

OPERATIONS MANAGER FOR BURY MARKET

	SHORT LISTING CRITERIA
	ESSENTIAL
	DESIRABLE

	Minimum of three years’ experience of operational or event management working in a retail, leisure or commercial environment.
	(
	

	Higher National Diploma or equivalent to demonstrate business acumen.
	(
	

	A relevant Health and Safety qualification such as NEBOSH or equivalent. 

Ability to understand, interpret and implement health and safety legislation.
	(
	

	Experience in promotional and marketing campaigns including issuing press releases.

Experience in negotiating paid for media and managing social media campaigns.
	(
	

	Minimum of three years’ experience of managing budgets within expenditure targets

Demonstrate an ability to maximise income and reduce costs
	(
	

	Management and control of human resources with a demonstrable record of achievements. 
	(
	

	Uses a range of specialist ICT systems across own work area and or across other areas of work.
	(
	

	Evidence of conflict resolution including handling trader and customer complaints 

Experience in the management of a multi-disciplinary direct workforce of ten.

Can demonstrate people skills

Can deal directly with – disciplinary and capability procedures including dealing with unions.

Demonstrable ability to make step changes to achieve higher operational standards particularly in the fields of cleanliness and customer services


	(
	

	Ability to prioritise and manage own workload. 

Ability to delegate. To manage and initiate controls that use human resources to best advantage to improve operational services.


	(
	

	Ability to handle confidential information and maintain discretion on sensitive issues
	(
	

	Experience of business and resources management
	(
	

	Verbal communication skills

Written communication skills 

Includes the ability to express complex issues clearly and concisely.


	(
	

	Knowledge of Bury Market. Its operational issues, strengths, weaknesses, opportunities and threats.
	
	(

	Experience in working with partners to develop new initiatives.
	
	(


CRITERIA FOR INTERVIEW AND OTHER ASSESSMENT METHODS

The short-listing criteria listed plus the following:

	ASSESSMENT

METHOD
	CRITERIA

	Interview


	Experience of working in relevant environment.

	Interview


	HND and H&S qualifications, practical experience of applying this knowledge.

Experience of the use of ICT in workplace.

	Interview


	Experience of organising promotional and marketing activity including negotiation with advertising media on campaign prices.

	Interview


	Experience of managing budgets and maximising income whilst reducing costs.

Experience of business and resources management

	Interview


	Experience of managing Human Resources effectively in a multi- disciplinary team. Ability to make changes to increase team performance, particular with relevance to customer service and cleaning functions.

Knowledge of HR procedures relating to disciplinary and capability issues and experience of dealing with a unionised workforce.

	Interview
	Demonstrate people skills and experience of conflict resolution and resolving customer complaints.

	Interview
	Experience of working under pressure and managing own workload, using delegation where appropriate.

Experience of working with sensitive or confidential information.

	Interview
	Can provide evidence of good verbal and written communication skills with the ability to express complex issues clearly and concisely.

	Interview
	Knowledge of Bury Market. Its operational issues, strengths, weaknesses, opportunities and threats

	Interview
	Experience in working with partners to develop new initiatives.


The post holder is responsible for Employees Duties as specified with the Corporate and Departmental Health and Safety Policies.
Bury Council is committed to equality, diversity and inclusion, and expects all staff to comply with its equality related policies/procedures, and to treat others with fairness and respect.

As an employee of Bury Council you have a responsibility for, and must be committed to, safeguarding and promoting the welfare of children, young people and vulnerable adults and for ensuring that they are protected from harm.

As an employee of Bury Council you should contribute to a culture that values and supports the physical and emotional wellbeing of your colleagues.
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