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Sheffield Media and Exhibition Centre Limited 

Showroom & Workstation 

Job Description 

 

TITLE OF POST:   Customer Services Assistant 

RESPONSIBLE TO:   Food and Beverage Manager; Cinema Manager; Supervisory team 

RATE OF PAY:    £8.44 per hour, or NLW, if applicable 

HOURS OF WORK: 30, 16 and variable hour contracts available – please note that 
weekend shifts will be required on a rota basis (overtime available) 

STAFF BENEFITS: Discounted meals and staff associate membership of the cinema.  

FUNCTION OF POST:  The role of the Customer Services Assistant is in the frontline in 
providing the best experience for visitors to bar, cinema and 
conferencing facilities.  They will provide an efficient, friendly and 
knowledgeable service for all visitors to the Showroom.  They will 
anticipate and be responsive to customer needs, taking general 
responsibility for the safety, satisfaction and comfort of all visitors to the 
venue.  All post-holders will be required to work evenings and weekends 
on a rota basis as required. 

Duties: 

Bar/Café 

To serve food and beverages (alcoholic and non-alcoholic). 

To take food and drink orders using computerised till system. 

To provide counter and food delivery service as directed in the cafe/bar. 

To liaise with the kitchen team and ensure the swift service of food to customers. 

To proactively ensure tables are cleared and cleaned as required. 

To assist with the cleaning of all equipment, fixtures and fittings in accordance with the cleaning/close 
down schedules. 

Conferences/Events 

To assist with conference set ups and delivery of events as required, including setting up furniture as 
required; serving food and beverages, and responding to customer requests during the event. 
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Cinema 

To check admission tickets, escort customers to their seat and ensure that no unauthorised person is 
admitted to the auditorium. 

To remain on duty as required throughout the performances ensuring operational procedures and 
standards (e.g. clear gangways, no smoking, good audio and visual quality, ambient temperature etc) 
are observed, and to supervise the exit of audiences at the end of screenings. 

After each performance to check the auditorium for lost property and remove litter. 

To notify the appropriate staff of any incident liable to affect the safety, comfort or enjoyment of 
Showroom customers and assist with the situation as required. 

Kiosk 

To work on the kiosk selling snacks and drinks to customers as required. 

Ensure the area is maintained and cleaned in line with hygiene standards and that the area is re-
stocked as required.    

In all areas 

To carry out all tasks in line with our Covid-19 safety guidelines. 

To provide excellence in Customer Service at all times, operating to agreed standards and the 
Showroom Workstation customer charter and World Host customer service standard (training 
provided). 

To represent the company at all times in a friendly and professional manner. 

To communicate effectively with staff and customers. 

To ensure function and event requirements are set up and delivered to the required standards. 

To assist with the receipt of goods ensuring quality checks and quantity checks are carried out.  

To ensure the re-stocking of equipment and stock within the required specifications. 

To assist with stock takes across all areas as required. 

To assist with routine cleaning responsibilities whilst on shift. 

To participate in emergency drills as required and to carry out evacuation procedures in an 
emergency. 

To take part in training programmes as required. 

To report any faults or deficiencies including equipment faults to the Duty Manager. 

To wear issued uniform and lanyard ID at all times as provided. 

To work in a flexible way and to provide cover for different areas of the organisation as needed and 
following suitable training.   

To undertake any other duties as may be reasonable required. 

Please note: This role operates on a fair rota basis and all staff at times will be required to work at 
weekends and evenings, depending upon the needs of the venue.  Shifts could be based in either the 
cinema operation, the bar/café operation or elsewhere in the building servicing conferences, events 
or private functions.   
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Person Specification: 

 

ESSENTIAL ATTRIBUTES 

1. Demonstrable ability to work in a confident, courteous, friendly but still professional manner 
in all aspects of the role – with colleagues, stakeholders and members of the public 

2. Good punctuality and personal presentation 

3. Excellent communication and numeracy skills 

4. Must be honest and reliable 

5. A commitment to equality and diversity 

6. The flexibility to work within a shift system including daytime, evening and weekend work 

7. A flexible can-do approach to work 

8. Experience of working in a public venue and dealing with the public 

 

DESIRABLE ATTRIBUTES 

1. Experience of cash handling procedures 

2. Knowledge of first aid practice 

3. Experience of working in a food service environment 

4. Experience of conference and function delivery 

5. Knowledge of food hygiene practice 

6. Interest and enthusiasm for film and creative practice 

7. Barista trained 

8. Experience of or a commitment to achieving an excellent standard of customer care 

9. Experience of working in a bar or restaurant 

 

 

 

 

 

 

 


