

Trainee Supervisor Job Description

 Role: Trainee Supervisor
Responsible to Duty Manager/HR Manager:

During your training and development, you will learn and develop skills to enable you to:

General.
Work alongside the management team in all departments to promote the site in a positive manner. 
Encourage and promote a positive working environment within the team.
Keep lines of communication open between the Management team and general team.
Supervise the team daily ensuring they are performing their duties to the company’s standard.
Allocate daily duties to the team in all departments.
Maintain a professional attitude with the company’s customers, staff, visitors and suppliers. 
Issue stock to all departments daily ensuring enough supply for the needs of the business and consider the varied needs of the business. 
Ensure all stock issued is balanced off with main storeroom on the company’s computer system. 
Aid the management team in ensuring that all deliveries and transfers are recorded on the computer system correctly and paperwork is sent to head office.
Ensure all company records are kept up to date according to statutory and company procedures. 
Aid the management team in ensuring all monies and stocks are appropriately reconciled. This includes reconciling cashier’s takings, banking of takings, balancing stock counts every night and completing all relevant paperwork on the company’s computer system for head office. 
Aid the management team in training and development of the general team. 
Responsibility for opening and closing the site in a safe and secure manner in line with company procedure.


 Customer Service:

During your development you will work alongside the rest of the management team to ensure the culture of outstanding customer service will be reached.
 By showing great customer service to our customers and ensuring the rest of the general team are delivering the same.
Any issues or concerns from our customers are dealt with in a friendly, professional manner and issues resolved quickly.

Communication.
 Effective communication is crucial for organizational success, impacting productivity, activity, conflict resolution, and overall company culture.
You will learn to communicate effectively with the team, both the management team and the general team. 

Sales and Marketing:
You will work as part of the management and marketing team to maximize customer sales and up sell all our relevant promotions.
Ensure that all publicity is in the correct place and we are maximizing our space to promote all relevant products.

Projection:
You will be trained in all the technical steps and IT skills needed to ensure all our films are delivered to screen for our customers’ enjoyment.

Health and Safety.
Health and Safety is an important part of our business. You will develop skills to ensure our environment is safe and clean for our staff and customers to work and visit.
You will be trained in health and safety inspections including food hygiene and how they are completed on a regular basis. 

You will receive training on the importance of these checks being completed and the recording of the processes, so we are compliant with all health and safety regulations.

You will receive training in the security of the building and proper security measures taken per company procedures.

Other Training:
Undertake other duties as and when needed. 
[bookmark: _Hlk216382184]Attend and actively take part in training and development programs ensuring new skills are transferred from classroom to work floor. 
It is envisaged that this post will last for one year.
