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	Department
	Department of Place

	Job Title
	
Markets Manager (Operations)


	Grade
	GRADE H

	Primary Purpose of Job
	To manage and develop Bolton market and market events portfolio across the Borough. 

	Reporting To
	Markets General Manager

	Staffing Responsibilities
	Markets Officers, Chargehands, Market Porters



Main Duties
	1
	To support the Markets General Manager in identifying service improvements, reviewing and updating operational procedures, occupancy agreements and processes as required. To be commercially aware, helping to seek out business and partnership opportunities to grow the markets portfolio and implement new retail initiatives. 


	2
	Oversee the development, research and upkeep of media systems/information and processes to ensure the service maximises its customer relationship opportunities and maximises conversion of visitors to customers. Working closely with the communications and marketing team to ensure maximum publicity for the service.


	3
	To manage, promote and sustain positive working relationships with tenants and traders in business at Bolton’s Markets, acting as the first point of contact with traders and customers in dealing with queries and complaints. Working with the Markets General Manager to ensure regular consultation and communication with traders and customers. 


	4
	To lead on Health & Safety issues ensuring service compliance in terms of Fire Safety, Risk/COSHH assessments and safe methods of work statements and ensuring all traders carry the appropriate third-party insurance. To provide first aid support in relation to accident/incidents across the market for both customers and staff and ensure the recording, reporting and monitoring of incidents. To support the Assistant Director in identifying and managing corporate, departmental and service risk.


	5
	To ensure the delivery of efficient and effective security services, including locking and unlocking, patrols and controlled access, to provide for the safety of staff, traders and visitors and protection of assets


	6
	To ensure compliance with the relevant statutory requirements to maintain security of the site.


	7
	To attend markets-related meetings, seminars and training sessions as required. To manage and organise large and small-scale events with council partners and associates including Bolton’s annual Food and Drink festival, teenage market and other specialist events.


	8
	To monitor and enforce trader compliance with market rules and regulations, by organising and conducting regular patrols of the market, stall inspections, monitoring and managing build out and ensuring food standards/hygiene compliance. Undertake enforcement to deal with any breaches, the application of fees/penalty charges and the issue of warning letters. Liaising with environmental health and trading standard officers as appropriate in managing food traders and tenants on all aspects of food standards/hygiene compliance in line with legislative procedure and practice.


	9
	Ensuring that all traders are covered by the appropriate licence on their allocated stall, to include casual, regular and leasehold traders. Undertake arrears management of licenced/leased traders including the initiating of debt recovery procedures and relevant communications to traders. 


	10
	Manage and arrange repairs and maintenance for the service in line with council procedures and practice. Identify and report any market premises repair or maintenance issues as appropriate. Assist with the ordering of work and supervision and support of contractors on site. Assist the Markets General Manager to ensure statutory compliance for the building and premises. 


	11
	To ensure the smooth running of the Customer Service Office and Porter, Cleaning and Security Service at Bolton Market, ensuring minimum staff cover at all times. To manage the Compound area and Old Hall Street off-site storage facility.


	12
	Manage staff in accordance with the council’s people management policies, procedures and guidance in areas including recruitment, induction, training, targets, staff rotas, holidays, sickness absence, payroll returns, discipline and grievance.


	13
	To have a detailed knowledge of policies and procedures relevant to Consumer Law, Sale of Goods Act, Food Hygiene and Pest Control. Produce and maintain Risk/COSHH assessments and Safe Method of Work statements for operational staff.


	14
	To assist in the development of the Departmental Strategic Plan. To manage and deliver on key tasks and priorities in the Council’s Community Strategy, Bolton Plan and department’s Strategic Plan and implement strategic initiatives to improve services.


	15
	To monitor, develop and report on the performance of the service and of tenants and traders, ensuring compliance to relevant performance measures and the latest trends in retailing. Helping to identify strategic resource options as required.

	16
	Provide the Markets General Manager with performance information as required and assist with the development and delivery of performance measures producing service plans to fit with Department’s strategic plan and other organisational strategies.


	17
	Ensuring the proper collection of daily income including receipting, reconciling and banking of income, cash controls, security of access to safes and investigating and reporting irregularities. Access reports from computer systems MACCS & PARIS. Monitoring of electrical meter readings across the market.


	18
	To supervise trader/contractor parking and use of the trader loading bay. Monitor customer parking and liaise with NCP on parking issues. 


	19
	To undertake evening time cleaning checks prior to final clean.

	20
	To deputise for the Markets General Manager in their absence acting as Incident Controller to evacuate the Bolton market site in the event of an emergency. Deputising at informal / formal meetings both internal and external to the Council including Elected Member meetings, steering groups and partnership working

	Date Job Description prepared/updated:
	February 2020

	Job Description prepared by:
	Head of Community Services
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	Department
	DEPARTMENT OF PLACE

	Job Title
	Markets Manager (Deputy)

	Stage One
	Disabled Candidates are guaranteed an interview if they meet the essential criteria

	The Minimum Essential Requirements for the above Post are as Follows:
	Method of Assessment

	1.
	Skills and Knowledge

	1.
	Ability to communicate effectively orally and in writing with traders, customers and colleagues within the Council and with external bodies
	Interview/Assessment Centre

	2.
	Ability to understand & interpret legal requirements, rules and regulations and procedures in relation to markets including knowledge of trading licences, trading agreements and trading schedules
	Application Form/Interview

	3.
	Ability to motivate teams to deliver exceptional customer focussed services
	Application form/Interview/ Assessment Centre 

	4.
	Ability to use computerised systems and modern media applications
	Application form/Interview

	5.
	Ability to plan, organise and performance manage themselves and others
	Application form/Interview/ Assessment Centre

	6.
	Displays a sense of commercial awareness and an entrepreneurial outlook when dealing with operational problem solving.  
	Application form/Interview/ Assessment Centre

	7.
	Be able to construct inventive and up to date marketing and promotions solutions for the service in conjunction with partners and traders
	Application form/Interview/ Assessment Centre

	8.
	Ability to financial manage operational budgets using appropriate systems and procedures
	Interview/Assessment Centre

	9.
	Knowledge of procedures in relation to cash collection, arrears management and debt recovery using manual and computerised systems
	Application Form/Interview

	10.
	Knowledge of Pest Control and Food Safety issues and their enforcement in a trading/market environment
	Application Form/Interview

	11.
	Competencies – Please note the council’s corporate competencies, which are considered to be essential for all roles, are in the attached CORE COMPETENCIES document
	Interview

	2.	Experience/Qualifications/Training etc

	1.
	Experience in a relevant operational service area
	Application form/Interview

	2.
	NABMA Diploma in Market Administration or willing to undertake the training as required
	Application form/Interview

	3. 
	Possession of a Security Industry Authority (SIA) licence (or equivalent) would be an advantage. If applicants do not possess a licence and are appointed they will be trained to the relevant standard (allowing a maximum of one re-sit of the examination) and must obtain a licence within three months of their start date. Employment will be terminated should the licence not be obtained within the allotted time frame.
	Application form/Interview

	4.
	Level 2 in Food Safety
	Application form/Interview

	3.	Work Related Circumstances

	1.
	Able and willing to work evenings, weekends and bank holidays as required for which the appropriate enhancement will be paid.
	Application form/Interview

	2.
	Able and willing to work in operational indoor and outdoor market and event venues on occasion as directed by the Markets General Manager
	Application form/Interview



	STAGE TWO
	Will only be used in the event of a large number of applicants meeting the minimum essential requirements

	Additional Requirements
	Method of Assessment

	1.	Skills and Knowledge

	1.
	
	

	2.	Experience/Qualifications/Training etc

	1.
	
	

	Date Person Specification prepared/updated:
	February 2020
	

	Person Specification prepared by:
	Head of Community Services
	




These core competencies are considered essential for all roles within Bolton Council. Please be prepared to be assessed on any of these during the interview process and, for the successful applicant, throughout the probationary period

Developing Self & Others
Promote a learning environment to embed a learning culture.  Support others to develop their skills and knowledge to fulfil their potential. Actively pursue your own development. Support and promote the principles of Investors in People. 

Civil Contingencies
Bolton Council has a statutory duty under the Civil Contingencies Act to respond in the event of an emergency. If Bolton Council’s Emergency Management Plan is activated, you may be required to assist in maintaining key Council services and supporting the community.  This could require working outside of routine working hours and working from places other than your normal place of work.

Equality & Diversity
Uphold the principles of fairness and the Equality Act in all undertakings as a Bolton Council employee, including providing a fair, accessible service irrespective of customer’s race, religion, gender, sexuality, disability or age.

Customer Care
The ability to fully understand, assess and resolve the needs of all customers including those who present with complex situations, in a manner that respects dignity and expresses a caring & professional image.

Health & Safety
Take responsibility for the health and safety of yourself and others who may be affected by your acts or omissions, and comply with all health and safety legislation, policy and safe working practice, including participating in training activities necessary to your post.

Data Protection and Confidentiality
Ensure that any personal data or confidential data you hold is kept securely and is not disclosed, whether electronically, verbally or in writing, to any unauthorised third party. Follow Council policies and procedures on dealing with personal information and information assets, including The Code of Conduct, Data Protection, Acceptable Use and Information Security policies. Personal or confidential data should only be accessed or used for council purposes.

Fluency Duty
Should you be required, as a regular and intrinsic part of your role, to speak to members of the public in English, you must be able to converse at ease with customers and provide advice in accurate spoken English, as required by The Immigration Act 2016.

Working Hours
The nature and demands of the role are not always predictable and there will be an expectation that work will be required outside of normal hours from time to time.

Safeguarding
This Council is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment.  Should the role involve working with the above groups, you will be subject to an Enhanced Disclosure and Barred List check by the Disclosure & Barring Service.
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