
 
Bar & Food Co-ordinator 
Leeds Trinity Students’ Union venue; StUdio 
 
Reports to: General Manager 

Responsible for: Student staff, StUdio Assistant 

Role Purpose:  To strategically develop our drink & food venue ensuring excellent 
customer service, licensing & legal compliance. 

Salary; £20,000 pro rata 

Contract; Fixed term until July 2021 

Hours: Flexible Daytime, Evenings & Weekends. It is envisaged that the role will 
require full time hours (35/wk) during September- April for core venue opening 
hours and part time hours (28/wk) May-July for events. 
Key Relationships: Leeds Trinity Students, NUS Commercial Team, Leeds Trinity 
University, Union Colleagues 

 
Key Responsibilities 

• Develop and implement a strategy for StUdio as a multi-purpose social, food and 
drink student space. 

• Ensure we meet licensing requirements and health and safety regulations (post 
holder will be trained to become the designated premises supervisor and possess a 
food hygiene certificate at level 3.) 

• Work closely with colleagues across the Students’ Union to ensure that StUdio 
becomes a space for sports clubs, societies and student activities following the Union 
Communications strategy principles. 

• Develop in conjunction with the General Manager a budget for StUdio which is 
achieved. 

• Provide leadership to the StUdio venue team ensuring they follow the strategy set for 
the venue and being the first point of contact for student staff. 

 
Valued Student Service 

• Develop a venue that is genuinely exciting and engaging to Leeds Trinity students. 

• Hold termly student feedback meetings alongside the Sabbatical Officers and 
General Manager ensuring we listen and respond to student feedback about their 
venue. 

• Work in partnership with Sabbatical Officer and staff colleagues ensuring StUdio is 
part of a joined-up approach in day to day SU operations. 

• Ensure the service is meeting targets set in the annual ‘Rate your Union’ survey 

• Proactively respond to feedback from students to enhance the service. 

• Work closely with marketing and activity colleagues to ensure a range of events 
within the venue that are well promoted. 

 
Compliance & Quality 

• Ensure we meet and uphold licensing regulations and standards and proactively lead 
work on ensuring the venue meets health and safety obligations. 

• Lead work on the annual ‘Best Bar None’ accreditation. 



• Lead work on us meeting the requirements of the ‘NUS Licensing Plus’ ensuring we 
capitalise on the funding streams available from the NUS Purchasing Consortium. 

• Review the service in conjunction with the General Manager against the NUS Quality 
Students’ Unions standard ensuring it would uphold our current rating across the 
Union of excellent. 

• Maintain accurate records of deliveries working closely with the Finance Co-ordinator 
to ensure we pay the correct amount for orders via NUS Central Billing. 

• Ensure effective stock management proactively avoiding wastage and maintaining up 
to date records. 

• Work closely with the Finance Co-ordinator and General Manager on effective 
financial records of StUdio’s performance ensuring invoices, delivery notes and 
purchases orders are submitted promptly and ensuring appropriate insurance is in 
place for StUdio. 

• Ensure staff hours for payroll as submitted in line with organisational deadlines for 
prompt processing. 

• Lead training for the StUdio team ensuring that all team members and leaders are 
aware of and meeting licensing and health and safety obligations. 

• Build a strong relationship with the NUS Commercial Team making the most of their 
insight and expertise. 

• Maintain good practice in catering and licensed trade primarily through Students’ 
Unions colleagues and NUS trading team proactively adopting new and innovative 
approaches to enhance our overall service offer. 
 

 
 General 

• To develop positive and productive working relationships with colleagues, partners 
and stakeholders. 

• To work with colleagues leading on Marketing to ensure students, staff and 
stakeholders are aware of all activities relating to your areas of responsibility. 

• All work to be done in line with Union constitution, policies & procedures and 
appropriate Health and Safety, Insurance, Financial legislation, Data protection 
regulations including GDPR.  

• Adopt a flexible approach to work hours including evening, weekend and remote 
working including at short notice. 

• To work in a way that compliments the Union values. 
 
Critical Success Factors 

• To develop a strategy for StUdio with the General Manager 

• To complete the ‘Best Bar None’ accreditation demonstrating year on year progress. 

• To have benchmarked the service against the Quality Students’ Unions standard 
ultimately achieving ‘excellent’ 
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