Hall Manager 
– Stourbridge Town Hall 
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DMBC Operating Model 2024 - Vision:

A community-focused, financially resilient, collaborative, and sustainable council delivering the services required to support and meet the essential needs of residents, businesses, and the local economy.
Case for Change July 2024

Our Values:
Our values describe what we stand for and how we operate, and we expect our values to be lived and role-modelled throughout our organisation.
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	Job Title:
	Hall Manager – Stourbridge Town Hall
	Grade and Salary:
	Grade 8 £35,412 - £38,220
	Reports to:
	Borough Halls Manager
	Post Number:
	Click or tap here to enter text.


Role Purpose:
To manage all operational aspects of Stourbridge Town Hall and the management of the event diary.
The post holder must respond to the needs of the business in line with yearly budgets, by being commercially minded to maximise revenue across events and bars.
To offer a high degree of customer care, and ensure that the building is managed and maintained to a high standard. 
To be the premises licence holder and ensure compliance of the licence throughout the business.
To manage a body of staff consisting of a core team plus a pool of casuals.
This post holder must combine a high degree of initiative with a practical approach to managing the hall, have experience within the events sector, bars and managing a team.


Specific Responsibilities:

Management Responsibilities
· Be responsible for the line managerment of a core team and deal with HR issues in conjunction with the Borough Halls Manager
· Responsible for the recruitment of the core team and casual bar staff alongside the Bars and Borough Halls Managers
· Manage the rostering of core team and casuals required for events inline with event requirements.
· Motivate and manage staff through change and identify staff training needs.
· Conduct regular team/individual meetings with core team members.
· Manage core teams annual leave, sick leave and special circumstances.
· Manage the bar service and offering in conjunction with the bars manager.
· Duty manage events where required, assist bars and stewards where necessary to ensure the smooth running of events.
· Deal with all operational issues, investigation into any customer complaints where required in line with Council policies and procedures.
· To manage the diary to ensure a broad offering of events, considering operational and commercial viability for each one. Liaise with promoters / agents / hirers.
· Manage the halls budget in conjunction with the Councils finance team.


Financial Responsibilities
· Budget management, conduct regular meetings with the finance team and understand yearly targets.
· Be responsible for the authorisation of invoices, ensuring they are coded correctly and monetry values are correct.
· Apply for funding opportunities where possible to assist with improvements in the hall.
· Record all income from bars on financial sheets and reports for individual shows, in accordance with Council financial regulations and procedures.
· Ensure that emergency floats are maintained, all monies and records are completed.
· Assist the bars manager with product pricing and staffing costs inline with budgets.
· To provide feedback and reports on the financial performance of the hall.

General Responsbilities
· Maintain a positive and professional approach to customers and co-workers.
· Be a designated key holder and DPS to the hall.
· Be responsible for the health and safety of the hall.
· Ensure that all safety checks and essential logs are being maintained by Hall Supervisors
· Maintain all risk assesments and operational procedures adhering to the Councils compliance regulations.
· Ensure that all emergency procedures are current and conduct regular staff training for core team and casuals.
· Ensure that all maintenance and insurance inspections are up to date.
· Ensure that incident diaries are filled out and checked regularly.
· Conduct meetings alongside the Events Coordinator for prospective hirers and with current hirers.
· Work with wider borough halls team to ensure promotional material is updated and be proactive in marketing of events.
· Suggest ideas for improvement to enhance the overall customer experience at the Town Hall whilst maximising and generating additional income. 
· Work with local businesses and the BID to be part of local inituatives.
· Assist with hall setups where necessary.
· Delegate jobs to core team in line with their roles and responsibilities.
· To be a keyholder and to open and close the building where required.
· Work evenings, weekends and bank holidays where needed.

· In addition to the duties listed above, the post-holder must be flexible in their approach and undertake other duties that are commensurate with the post-holder’s level, wherever they may be, to achieve the objectives of the Directorate.


Key Responsibilities:

· To be accountable for and promote equality, diversity and community cohesion to meet Group, Department and Function objectives.  All employees have a responsibility not only for their own behaviour, but also for others regarding equality of opportunity.  Any incident must be reported. 

· To participate in a Performance Review and Development meeting and undertake a plan of training where necessary.  Develop his/her own skills and expertise in a professional manner. 

· In addition to all the responsibilities listed above, all employees must be flexible in their approach and undertake other duties that are commensurate with post holder’s level, wherever they may be, to achieve the objectives of the Group. 

· To represent the Council and Group in a professional manner meeting the Corporate and Group aims.  To comply with Group and Corporate policies. 

· If appropriate to be responsible for the recruitment and performance management of designated teams and individuals in accordance with Corporate and Group aims and management style. 

· To comply with the council’s financial regulation and standing orders 

· To actively promote Dudley’s commitment to safeguarding and promoting the welfare of children, young people and vulnerable adults at a level appropriate to this group. 

· Employees must comply with health and safety legislation and will be required to comply with the Council’s Health and Safety Policies. All employees must ensure that they take reasonable care of their own health and safety as well as the health and safety of any person that is affected by their actions.  

· To be responsible for adhering to legislative requirements and Council Policies and Procedures including, but not exclusively health & safety, Data Protection and Internet/Email use. 

Special Conditions:

This post is subject to the DBS checking process (delete if not applicable) 
 
Driving Licence will be subject to checking with the DVLA.  It is a council requirement to have Business Use Car Insurance and a valid MOT certificate (For cars over 3 years old)  (delete if not applicable) 

The post holder is required to work onsite 3 days per week

	Prepared by:
	Kelly Martin
	Date:
	15 July 2026






Essential criteria:Person Specification

	

Qualifications and Experience
	Application form
	Technical assessment
	Interview

	1. 
	Demonstrable experience in managing a variety of events and of bar management

	✓
	
	✓

	2. 
	Demonstrable experience in staff management and supervision
	✓
	
	✓

	3. 
	
Demonstrable experience in dealing with budgets and funding
	✓
	
	

	4. 
	Demonstrable experience in health & safety in a live venue environment
	✓
	
	✓

	5. 
	Demonstrable experience with managing a diary of events
	✓
	
	

	6. 
	Demonstrable experience in promoting business growth and viability
	✓
	
	✓

	7. 
	Demonstrable experience of negotiating with promoters / agents / hirers
	✓
	
	✓

	8. 
	Understanding of show deals for commercial events
	✓
	
	✓

	9. 
	Understanding of legislation in place for running a multipurpose civic venue
	✓
	
	✓

	10. 
	
	
	
	

	Skills and abilities

	11. 
	Proven commitment to public service and the ability to champion equality, diversity and inclusion and embedding these as core values
	✓
	
	✓

	12. 
	Personal alcohol license holder
	✓
	
	

	13. 
	IOSH trained or higher 
	✓
	
	

	14. 
	Able/agree to undertake the role of Dedicated Premises Supervisor under the Licensing Act 2003.
	✓
	
	

	15. 
	Competent in using computers and software such as Outlook, Teams, Excel and Word
	✓
	
	

	16. 
	Ability to work under pressure, to lead a team and promote positivity within the workplace
	✓
	
	✓

	17. 
	Able to assist with the movement of heavy items where required
	✓
	
	✓

	18. 
	Able to work proactively on their own and as part of a wider team
	✓
	
	✓

	19. 
	Understand the practicalities of running a bar, be willing to learn associated software and cellar/stock management
	✓
	
	✓

	20. 

	21. 
	Able to provide a high standard of customer service and remain calm in high pressure situations

	✓
	
	✓

	22. 
	Willing and capable to be flexible and adjust to various different types of work, duties and hours

	✓
	
	✓

	23. 
	Willing and able to undertake further training as required

	✓
	
	

	24. 
	Capable of moderate physical activity, i.e. standing for long periods of time
	✓
	
	✓

	25. 
	Be approachable and work alongside local businesses
	✓
	
	✓

	26. 
	
	
	
	

	27. 
	
	
	
	

	28. 
	
	
	
	





image3.png
ACCOUNTABILITY

By being accountable
for everything we do
‘and being transparent
‘and open about why.
wedoft.

DETERMINATION EMPOWERMENT
AND RESPECT

By being determined

By listening to and By strving for By communicating
togettright forour  empowering residents excellence in dlearly and reducing
esidents. andstaff and by everything we do. bureaucracy.

acting with respect in
everything we do.

we will be one council, building an effective and dynamic organisation

WORKING
TOGETHER

By collaborating as
one council and one
‘borough.




image1.jpeg
D@ Working as One Council in M

Netopalin Boroigh o the historic capital of the Black Country




image2.png




