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Detailed Job Description





CONCESSION MANAGER


	JOB TITLE
CONCESSION MANAGER
	SUPERVISOR RESPONSIBILITY
Part Time and Seasonal Employees for scheduled facilities and events

	DIVISION/DEPARTMENT
RECREATION/PARKS AND RECREATION 

	LOCATION
Pittsburg, KS   66762
	NON- EXEMPT
X Part-Time Regular:
Varies 10 - 40 Hours Per Week
	DATE WRITTEN
02.01.2019

	REPORTS TO
RECREATION SUPERINTENDENT
ATHLETICS PROGRAM MANAGER
	SALARY
Grade 5
$10.87 - $16.82
	EXPERIENCE
High school diploma or GED equivalent; 1-2 years supervisory-level experience in food service, concession management or a related area preferred; one year supervisory experience required; equivalent combination of education and experience may be considered

	OVERTIME EXPECTATIONS
As required
	OVERTIME PAY/TRAVEL REQUIREMENTS

	BENEFITS
Per Employee Manual

	JOB OBJECTIVE Under general supervision of the Parks & Recreation Director and Recreation Superintendent; responsible for concession and staff operations in the Don Gutteridge, Jaycee and Deramus Ball Field Concessions in addition to concession operations at the Kiddieland and Aquatic Center concessions

	ESSENTIAL FUNCTIONS   
GENERAL DUTIES:
Responsible for overall coordination and implementation of concession operations;
Hire, manage and direct the work of approximately 15 part-time seasonal employees at the Ball Field Concession Stands;

Develop, implement, evaluate and provide training on policies and procedures, emergency action plans, standard operating and safety procedures, and facility improvement plans ensuring a safe, quality service to public and staff; 
Responsible for employee training in customer service, safety, food handling, and sanitation procedures;

Responsible for safe food preparation, cooking methods and techniques required by the State of Kansas Department of
Agriculture – Food Safety & Lodging Division;
Ensure concession areas are maintained in an orderly, clean and sanitary condition at all time and in compliance with the State of Kansas Agriculture Department; communicate issues/needs to Recreation Superintendent;

Responsible for general overall inventory, determining needs, pricing, product monitoring, and updates for all sites in department point-of-sale operating software (RecTrac);

Ordering, receiving, stocking, and tracking all items sold as needed, e.g. beverages, candy, chips, snacks, etc. in addition to cleaning supplies as needed;

Perform audits of concession inventory and report any discrepancies; 

Assist with start-up and closing procedures, ensuring that facilities are prepared to be opened and closed on time; 
Monitors money and follows proper cash handling transaction procedures; 
Operate a point-of-sale system; 

Monitor the sales of products and make recommendations to increase the effectiveness of the operation, including fees;

Research competitive local pricing and communicate with vendors; 
Reviews, approves and processes timesheets in a timely manner for ball field concession and gate worker staff;

Communicates with Athletics Program Manager on a regular basis to coordinate services and scheduling for ball fields; 

Assist with cleaning of equipment and concession facilities;

Responds to concerns or suggestions regarding concessions;
Responsible for record keeping per each site;
Prepare accurate and timely reporting of daily sales; 
Prepare and submit departmental financial/budget reports for concession revenues and expenses;
Must have great customer service skills in dealing with the general public on a daily basis;

Regular and consistent attendance at work and the ability to get along with public, supervisors and co-workers are essential elements of this position;
Other duties may include food preparation for summer camp program and senior citizens club program with potential of other additional programs as deemed fit; 

All others duties assigned by Director and/or Recreation Superintendent.


	KNOWLEDGE, SKILLS AND ABILITIES REQUIRED
Work varied combination of shifts including days, nights and weekends; 

Ability to maintain regular attendance and punctuality;
Ability to work with customers and staff to maintain a positive environment;  
Ability to proficiently use Microsoft Office Suite with high volume use in Publisher, Word and Excel;

Ability to understand, follow and carry out oral and written instructions;
Ability to effectively communicate, both verbally and written; 

Ability to multi-task, problem solve and make sound decisions; 
Ability to work unsupervised and to supervise others;
Ability to direct, schedule, coach, support and delegate work tasks to all ages; 
Ability to establish and maintain effective working relationships with supervisors, employees, other agencies and the public;

Demonstrate ability to provide quality, courteous customer service; 

Must have a valid Kansas Motor Vehicle Operator’s License;

CPR and First Aid certification required and must be maintained;


	WORK REQUIREMENTS: The environment characteristics described here are representative of those an employee encounters while performing essential functions.
Frequently required to walk, stand, sit, talk and hear.  The employee is required to use hands to fingers, handle, feel or operate objects, tools, or controls and reach with hands and arms.  The employee is occasionally required to climb or balance, stoop, kneel, crouch or crawl.  The employee must frequently lift and/or move up to 50 pounds and must occasionally lift and/or move up to 100 pounds with assistance.  Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and the ability to adjust focus.  The employee is occasionally exposed to wet, cold and/or humid conditions, fumes, toxic or caustic chemicals.  The noise level in the work environment is usually quiet while in the office, or moderately noisy when in the field.    

	


The above statements are intended to describe the general nature and level of work being performed by individuals assigned to this job. They are not intended to be an exhaustive list of all responsibilities, duties, and skills required of personnel so classified in this position. This job description is subject to change as the needs and requirements of the job change.
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