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We are proud to manage all our food and drink outlets, events, retail and publishing activities ourselves and see these activities as a key draw for new and regular audiences. We want visitors to experience an exceptional public welcome and a distinctive offer that makes the National Theatre a destination for more than theatre whilst reflecting the same qualities of excellence and variety seen in the work on the stage.
The Enterprises department comprises Food and Drink, Commercial Events, venue hire, Retail, commercial merchandise for National Theatre touring productions, Publishing, House Management, Tours and Stage Door, as well as the support teams: Support Services (including Housekeeping and Security), Audience Experience and Commercial Finance. Each individual specialism shares resource, expertise and best practice to provide a joined-up offer and seamless service. 
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A huge part of our approach to creating excitement and buzz around the Theatre and our programming starts with our sizeable Enterprises team of circa 450 staff. Creating catering and retail outlets that appeal to more than just our audiences is integral to building footfall and developing diverse audiences.
The Enterprises Department
Our Purpose
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We make theatre with as wide a range of artists as possible, seeking always to find fresh perspectives on the stories that we tell. On our stages in London, and through tours, partnerships digital and broadcast, we share this work with a large, diverse and evolving audience, all over the UK and around the world. We aim to provide leadership and advocacy for theatre across the country. Our work is shaped by the world around us, and we seek to be constantly engaged with the wider national conversation. Through the work we make and our world-leading learning programme, we want to engage all audiences with the power and potential of theatre. 
We are a theatre for the whole nation, a theatre for everyone. 
The National Theatre
Our Mission

At the National, we make world-class theatre that is entertaining, challenging and inspiring. And we make it for everyone.
Our Vision
Theatre can lead to extraordinary moments of shared imagination. It enables us to stand in another’s shoes to better understand ourselves and the world around us. It shows us who we are, who we have been, who we could be. The NT delivers on this promise through a world class programme of performance, reinvigorating existing work and exploring progressive new voices and forms.
Job Title: 

Food & Drink Administrator
Responsible to:
Head of Food & Drink
Purpose of role 
To support the Food & Drink management team in the smooth running of all administrative tasks which are vital to the success of the department. You may be the first point of call for internal and external customers and your primary goal is to give them an excellent audience experience by being welcoming, helpful, accurate, timely and knowledgeable.

The National Theatre runs its own Food & Drink operation and it is the largest division within the Enterprises department. All of our in-house Food & Drink outlets play an important role in showcasing the quality of what we do. Our business plan is focused on introducing new customers into the Theatre through an excellent food and drink experience.

The House Restaurant is one of the finest restaurants on the South Bank.  House opens from 5 o’clock every day serving a menu of reimagined classic dishes using the finest ingredients from our handpicked suppliers. 
The Terrace Restaurant, with its relaxed dining atmosphere offers a sharing plates menu, perfect for an informal catch up with friends or a quick meal before the theatre. 

Kitchen is the National Theatre’s all day café situated on the riverfront with large indoor and outdoor seating areas.  It focuses on simple, fast and healthy dishes all produced from the NT’s kitchens using only the freshest ingredients.  
The Green Room restaurant is a casual dining eatery across the road from the NT and is operated in partnership with Coin Street Community Builders. This 100 cover ‘pop-up’ will run for 5 years and is a hub for the local community.

The Theatre Bars & Cafés team operate the Olivier café, Kitchen café, the Espresso Bar, six Theatre Bars and the Green Room, the National’s staff and company bar. 

We offer events across the theatre spaces and at The Deck, a stunning rooftop events venue, situated on the roof of the National Theatre, offering breathtaking, panoramic views across London. 
We also manage a craft beer pub, The Understudy and a programme of outside summer activity; over the last few years we have produced varied pop-up bars, food vans and mobile sales points.
Specialist Responsibilities
· To carry out a variety of clerical duties including filing, emailing, photocopying, typing, the collection of post and stationery, office administration, taking meetings minutes and accurate telephone messages.
· To carry our research and benchmarking activities for project work.
· To assist with the management/updating of recipe costing software including: sourcing products, dealing with suppliers, and other food related administration.

· To input new food items and recipes onto our electronic systems and ensure all area templates are up to date, linking these to our Point of Sale system as necessary.

· To order equipment and uniform as required.
· Coordinate Food & Drink related meetings both internally and with external suppliers.

· Assist the Head of Food & Drink in the production of data analysis of profit and loss accounts.

· To assist in coordinating performance management meetings, such as team meetings, appraisals, one-to-ones and probationary review meetings.

· To work closely with the Food & Drink Systems Manager to gain an understanding and overview of the kitchens rosters on our rostering system, attending meetings as needed and making adjustments as required on behalf of Head Chefs.
· To assist Head Chefs with the creation of rota requirements and in payroll processing procedures on a weekly basis.

· To support Audience Experience in training and supporting all chefs and kitchen staff in our Time and Attendance system to enter holiday requests and availability.
· To update daily KPIs spreadsheets for trading outlets.
· To support the Food & Drink management team on any current and upcoming projects.

General Responsibilities

· To comply with the National’s policies and general operational standards and procedures at all times (e.g. Licensing Laws, Equal Opportunities, Data Protection, Health and Safety, Food Hygiene etc).

· To be vigilant at all times and know the lines of communication and emergency procedures, taking appropriate action to ensure personal safety and security as well as that of customers and colleagues. 

· To undertake appropriate training and professional development as determined by your managers.

· To undertake any other duties as may be reasonably required for an efficient front of house operation.

Core Responsibilities
· Act as an ambassador for the National Theatre by sharing the enthusiasm and passion it represents.

· Demonstrate consistently high standards of service.

· Always be warm, welcoming and approachable.

· Take professional pride in how you look and how the theatre looks.

· Have a thorough working knowledge of all our facilities, services and products, combined with the ability to promote and sell.

· Help audiences and visitors find their way around and get the most out of their visit.

· Take time to understand the NT from the customer’s perspective.

· Pre-empt what customers need and provide an informed and tailored level of information and support, always aiming to exceed expectations.

· Always look to find a solution to a problem and focus on the best outcome for the customer.

· Actively seek customer feedback, provide a sufficient response and pass on appropriately.

· Always look for ways to improve and actively feedback constructive ideas.

· Support each other and the whole front of house team to deliver a showstopping experience regardless of individual specialisms and departmental logistics.
Person Specification

Personal skills and behaviours are more important to us than work experience and you must be able to demonstrate the core responsibilities at all times. 

· Strong Microsoft Office skills and general administrative skills are essential.

· The ability to demonstrate complete discretion and confidentiality at all times is essential. 

· Previous experience in a customer service role, either face to face or on the phone, is highly desirable.
· Excellent, confident communication skills are essential. You will need the ability to communicate clearly and confidently at all levels to both individuals and large groups, and a phone manner that is responsive and engaging.
· You must be an approachable and welcoming person and take initiatives to ensure your customers are having the best possible experience whilst at the NT.

· You will be a highly enthusiastic and motivated team player who can demonstrate a genuine passion and belief in creating and providing first class customer service alongside your colleagues.

· You should have a positive and flexible approach to work and be able to adapt very quickly to new information and procedures. The NT is a fast-paced environment and you must be able to take responsibility for remaining updated and knowledgeable about NT operations.

· The ability to work under front line pressure whilst maintaining a professional approach to providing an efficient and effective service at all times.

· Cooperation and collaboration skills are essential as you will be expected to be aware of the service the whole NT provides and proactively do your part to make it exceptional.

· Willingness to assist across all NT Enterprises areas. 

· A smart, well-groomed appearance is essential.
Outline of Terms and Conditions

Title of Post:
Food & Drink Administrator
Hours:
35 hours per week, usually Monday to Friday during office hours. Flexibility will be expected during busy periods to work additional hours. 
 Salary:
£22,823 per annum, paid on the 15nd of the month.
Probationary Period:
3 months.
Notice Period:
1 month.
Annual Leave:
28 days in the first year, including bank holidays, pro rata, increasing with length of service thereafter.
Pension:
The National Theatre operates a Stakeholder Pension scheme with Legal & General. If you wish to become a member, you may opt to contribute 4.5%, 6% or 7.5% of basic pay and the National will make a matching contribution. The National also operates an alternative pension scheme with NEST. Full details of these schemes are available from the HR department.
Other Benefits:
· Complimentary tickets for performances, subject to availability and The National’s staff ticket policy.
· Complimentary tickets for Platforms, subject to availability and policy. 

· Interest-free season ticket loan, cycle-scheme and childcare vouchers.

· Discount on meals in the National’s bars and restaurants
· Discount on books, playtexts, DVDs and other items in the National’s Bookshop. 
· Uniform (some posts), staff restaurant and other benefits as found in the staff handbook.

Application Procedure
Please note that applications can only be considered if they are submitted through the National’s Online Recruitment System and returned by the closing date.

The National Theatre is committed to being an equal opportunities employer
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