
 

Job Description 
 

 

Job Title Catering and Retail Supervisor 2026 

Organisation Avoncroft Museum of Historic Buildings 

Location Bromsgrove 

Type Annualised Part-time. 

This role is based on annualised hours, where the number of hours you work each 

month may vary, however your salary will be paid in 12 equal instalments over the 
year.  Salary based on average 4 days per week, expected more during peak season 

and fewer during off-peak. 

 

Rates of   pay Salary:  £20,000 pro rata (FTE £25,000 per annum) 

 

Reports to Operations Manager 

Responsible 
for 

1. Tearoom and event catering, including menu development, health safety 
and food hygiene compliance, training, and supervision of teams.  

2. Visitor welcome, to include admissions sales, orientation and 

information on activities and events.  
3. Retail sales in shop, including product and presentation development in 

line with Museum brand. 

4. Excellent customer service in all areas. 

Work pattern • This post will require regular weekend working, working during school 
holidays, and occasional early morning and evening working to cover special 

events.  

• Regular working pattern negotiable subject to business requirements. 

• Expected to be 5 days/w April – September, dropping to 3 days/w October 

- March 

 

 

Job Purpose 
 

Front of House Supervisor to lead operational delivery of catering (both tearoom and buffet/event 

service), visitor welcome and shop with a view to: maximising sales and meeting income and cost 

control targets to support the Museum; providing a fantastic visitor and customer experience both 

directly and through teams of casuals and volunteers.  

As the face of the Museum, you will need to be friendly, helpful, flexible, and welcoming. 

 

 

 

 

Key tasks  



Supervision 
and team 

leadership 

Lead by example to deliver excellent customer service 

Ensure catering and front of house teams are well organised and operate 

efficiently. 

Front of 
House 

Operations 

Supervise preparation and service of a range of food and beverages in tearoom, 
pop-ups, and for catered events. 

Support Operations Manager with menu development and seasonal offerings, and 

new retail lines to maximise profitability.  

Supervise visitor welcome and retail operations, ensuring displays are well 

presented, stocked and aligned with the Museum’s brand. 

Keep fully informed and ensure that all teams are fully briefed about the Museum’s 
current events, exhibitions, future projects and educational activities to answer 

enquiries and promote return visits. 

Administration Prepare and manage staff rotas to ensure adequate cover for open days, events 
and catering requirements. 

Stock management – maintain regular stock control and ensure sufficient stock 

ordered in timely and cost-effective manner for both catering and retail. Maintain 
accurate records of stock usage and deliveries. 

All staff are expected to undertake their own clerical and financial administration, 

working collaboratively and co-operatively and fully complying with in-house 
systems.  

All staff are expected to answer enquiries by phone, online and face to face. 

Our People  Supervise and support catering and front of house teams, both staff and 
volunteers.  

Assist with recruitment, induction and training of staff. 

Provide day-to-day guidance, motivation and feedback on performance for all 
teams 

Financial 

 

Work to support Operations manager in maintaining accurate EPOS systems, and 

supervise teams in daily use of EPOS to ensure accurate use and records. 

Conduct regular stock takes, pricing reviews and minimise waste to ensure cost-

effectiveness. 

Monitor financial performance of catering and retail and report to Operations 
Manager. Contribute ideas to improve performance. 

Compliance Ensure compliance with all relevant health and safety, food hygiene and licensing 
regulations (in line with FSA guidance) 

Ensure weekly and daily health and hygiene records are completed by teams and 
kept up-to-date. 

Promote a safe working environment for staff, volunteers and visitors.  

Other Duties Carry out any other duties which are reasonably required by the Director or 
Commercial Manager 

Act as a Junior Duty Manager at the Museum on an occasional basis. 
 



 

Person Specification – Front of House Supervisor 
 

CATEGORY ESSENTIAL DESIRABLE 

Education and 

qualifications 

• 5 GCSE’s or equivalent 

• Food hygiene level 3 – the Museum will 

require you to pass the course prior to start 

date and will arrange a suitable time with 

you to complete this. 

• A-level, college or other 

further education qualification 

Experience 

(paid or 

voluntary) 

• Previous experience working in a retail, 

heritage, café or restaurant environment, 

including cash handling, stock management, 

sales, tills etc. 

• Experience of providing a high level of 

customer service. 

• Managing a team of casuals and/or 

volunteers. 

• Experience of food handling in a similar 

kitchen environment. 

 

Skills and 

knowledge 

(these should 
be evidenced) 

 

• Good time management skills – reliability 

and punctuality 

• Enthusiasm, energy, patience and 

understanding 

• Basic IT skills – word processing, email, use 

of the Internet  

• Good numeracy 

• Flexible and helpful attitude 

• Ability to sell the Museum and its services 

• Able to work as part of a small team 

• Relates well to and communicate with all 

sections of the general public 

• Excellent communication skills (both verbal 

and written) 

• Able to maintain high standards of 

presentation  

 

• Interest in museums and 

heritage 

• Understanding of visitor 

attractions and audiences 

 

Other 

particular 
requirements 

of the job 

• Manual handling – must be able to regularly 

lift 10kg – as part of the job 

• Smart personal presentation 

• Current valid driving licence / reliable form 

of transport to and from the Museum  

• Able and willing to work regular weekends 

and school holidays 
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