[image: ]

Manchester City Council
Role Profile

Assistant Market Manager (Retails), Grade 5
Markets Service, Neighbourhoods Directorate
Reports to: Market Manager (Retails) 

Job Family: Customer Service / Front Line Delivery

Key Role Descriptors: 

The role holder will act as a member of a team and contribute to the delivery of neighbourhoods of choice through the provision of a comprehensive range of flexible, responsive and planned services for residents, businesses and visitors to the City of Manchester.

The role holder will provide high quality, customer focused, flexible and timely operational support to improve the quality of the local environment, generating awareness of local services and engaging the community in activities.

The role holder will work collaboratively with other neighbourhood focused services to ensure that Council services and partner agencies are working to the highest standards to provide a quality environment for all Manchester residents.

Plan and programme the work of the team and communicate effectively with team members to ensure that work priorities and service objectives are clearly understood.

Key Role Accountabilities: 

Support the development of a strong culture of collaboration within the team and with key stakeholders, working flexibly and encouraging and supporting others to do the same to ensure the consistent delivery of high quality, efficient and effective services and the delivery of joint outcomes.

Where required provide operational management and support the training, development and performance management of team members to ensure all are equipped to carry out their work to the highest standards to fulfil service priorities.

Deal efficiently and courteously with enquiries from members of the public providing effective and accurate information and advice on a range of council services, escalating queries where appropriate.

Apply a range of knowledge, technical expertise and skills to safeguard residents, visitors and businesses and achieve a neighbourhood of choice.

Undertake duties in a safe and responsible manner, in accordance with established Health and Safety requirements, legislation and City Council policies, practices and procedures.

Where required use and maintain a range of mechanical equipment to ensure the environment is effectively and efficiently cleaned and maintained.

Develop community awareness through reporting incidents, and unusual circumstances or situations that may negatively impact on the well being of residents, visitors and businesses.

Personal commitment to continuous self development and service improvement. 

Through personal example, open commitment and clear action, ensure diversity is positively valued, resulting in equal access and treatment in employment, service delivery and communications. 

Where the roleholder is disabled every effort will be made to supply all necessary aids, adaptations or equipment to allow them to carry out all the duties of the role.  If, however, a certain task proves to be unachievable, job redesign will be given full consideration. 

Role Portfolio: 

Manchester has one of the most diverse and innovative portfolios in the UK. Markets provide a range of retail and wholesale markets which sit in the heart of communities, providing basic commodities to luxury goods from all over the globe. Aspiring to provide markets that are vibrant and successful for visitors, and that provide trading platforms for businesses. 

The key principles of the service are to:

· Provide the infrastructure to develop entrepreneurship by supporting over 500 businesses.
· Provide safe, attractive markets which contribute to providing services to the communities which enhance the areas where people want to live.
· Listen to our customers and responding to their needs.
· Deliver services and facilities that are compliant with legislation.
· Support partners tackling health inequalities in areas of greatest need by offering for sale fresh food where it is accessible.
· Markets are not afraid to try new ways of working and ensure the Council ‘Our Manchester’ behaviours are fundamental throughout our service delivery

This role is responsible for:

· Assisting in the management of the site operation so as to deliver high quality trader customer focused services and deputise in the absence of the Market Manager.

Take cashless payments, manage trader debt as per Local Operating Agreements and requisition goods and services in line with the Council’s financial regulations.

To ensure that the market environment meets all required legislative standards and that traders, contractors, staff and visitors meet the health and safety regulations whilst on the market. Ensure that standard operating procedures are being followed and that formal records are completed and stored as per the general data protection regulations.

Allocate work to team members, monitor performance, deliver on job training when required and ensure any off-site training takes place.

Raise and report repairs to the Business Support team and keep a track of and follow up on any uncompleted jobs where necessary.

Handle queries relating to the market in a courteous, professional and efficient manner.      






Assistant Market Manager – Key Behaviours, Skills and Technical Requirements

Our Manchester Behaviours

· We are proud and passionate about Manchester
· We take time to listen and understand 
· We ‘own it’ and we’re not afraid to try new things  
· We work together and trust each other
· We show that we value our differences and treat people fairly

Generic Skills

· Communication Skills: Ability to communicate clearly, concisely, accurately and in ways that promote understanding.
· Analytical Skills: Ability to engage with stakeholders to identify information needs and to know how to go about obtaining the relevant information.
· Planning and Organising: Demonstrate the ability to organise multiple tasks in the most effective way and allocate time and energy according to task complexity and priority.
· Problem Solving and Decision Making: Can make effective decisions on a day-to-day basis, taking ownership of decisions, demonstrating sound judgement in escalating issues where necessary. Be logical in thinking and explain reasoning behind decisions or actions taken.
· Administrative Skills: Good level of literacy and numeracy skills to undertake calculations and produce letters and other documentation.
· Financial Management: Numeracy and accuracy skills to handle numbers confidently, collate information and keep accurate records to help with the monitoring and reviewing of financial resources.
· People Management: Ability to organise own and other activities with an ability to carry out operational planning for a specific area. 

Technical requirements (Role Specific) 

· To work 5 out of 7 days which will include evening and weekends.
· Achieved / working towards a NEBOSH Certificate.
· The role attracts 6.7% flexibility payment.
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