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Redditch Borough Council

Job Description and Person Specification

Job Title:

Market Manager 
Directorate:
Regeneration and Property Services
Responsible to:
Centres Manager
Responsible for:
Senior Market Operative
Job Purpose

1. To manage a small team that includes the Senior Market Operative and two Market Operatives, providing a safe, effective and efficient Market service for the Borough Council.
2. To manage and develop a regular outdoor street market in Redditch as well as seeking commercial opportunities to develop other outdoor markets as agreed e.g. monthly Farmers’ Market and Christmas Market (in the Town Centre or at other locations as may occur).
3. To assume responsibility for the activities outlined within the Main Duties & Responsibilities and ensure they are delivered in line with the Councils’ policies and objectives.
Main Duties and Responsibilities
To assist the Service in providing strong, effective and cohesive service delivery through:

1. To contribute to the business plan for the Market including the setting of objectives, monitoring and evaluating progress against the plan and taking corrective action where necessary.


2. To manage, motivate and develop a team that includes the Senior Market Operative, two Operatives and casual staff.
3. To manage a small budget and be responsible for procuring services using the Councils procurement rules.  


4. To create and develop commercial activities within the core operation of the business.  This will include regard to appropriate national campaigns such as ‘The Real Deal’ and ‘Love Your Market’.


5. To promote the business using a variety of methods.


6. To develop relationships with internal and external stakeholders to promote service development and ensure the service reflects customer expectations and demands.


7. To implement and control all procedures necessary to achieve an efficient and effective Market.


8. To review and implement procedures in accordance with Health and Safety legislation and ensure the service remains compliant.


9. To investigate, report and oversee necessary repairs and maintenance of stalls, plant and equipment.
10. To uphold and implement the terms and conditions of trading for market traders.


11. To collect and ensure the collection of rents, tolls and arrears and complete records relating to collection in accordance with the Authority’s Financial Regulations.


12. To investigate complaints from the public and traders and take the appropriate action.


13. To work collectively with the Centres’ Manager.
14. To make use of technology to drive service improvements and innovation.


15. To react in the event of an emergency including attendance at the market as appropriate.
16. To undergo relevant training appropriate for the position.

17. To carry out any other duties and responsibilities within the scope of the post this may be allocated from time to time.
General Duties 

· To ensure efficiency, effectiveness and equality in service delivery. 

· To exercise proper integrity and respect of confidential matters and personal information obtained during the execution of the duties of this post. 

· This job includes duties that may require a substantial amount of physical effort and mobility on a frequent basis. To meet the needs of the service, the ability to undertake the full range of duties for the contracted hours will be required.

· To reflect the Council’s core values and objectives in undertaking the duties of this post. 

· To provide outstanding customer services to all customers, colleagues, elected Members etc in line with the “Every Customer, Every Time – Everybody Matters” strategy.  In particular by building trust, taking responsibility and assuming ownership of issues, actively listening, communicating with empathy and being flexible and adaptable to meet the needs of others.

· To understand and comply with the legal requirements of the Health and Safety at Work, etc. Act 1974 and any other relevant regulations as detailed in the Council’s Health and Safety Policy Statement and taking reasonable care and precautions for the safety of yourself and others.
· To carry out duties and responsibilities under the Data Protection Act 2018 and General Data Protection Regulations; in particular, to take all reasonable care that no unauthorised loss or disclosure of personal data occurs.

· To undertake such other reasonable duties as may be requested. 
Person Specification
The specific skills, knowledge, abilities, qualifications or behaviours which are needed to effectively undertake the main duties and achieve the job purpose.  These will be assessed using the information available from:
1 – Application form

2 – Interview

3 – Exercise (eg psychometric, case study, presentation etc)

4 – Evidence (eg certificate, membership card, course registration etc)

	Knowledge and Experience
	Essential / Desirable
	To Be Assessed By

	
	A minimum of 3 years’ experience in managerial role within a market or similar service area.
	E
	1, 2

	
	Knowledge of procedures to monitor and control budgets of around £100,000
	E
	1, 2

	
	Experience of Health and Safety procedures such as Risk Management, RIDDOR and COSHH
	D
	1, 2

	
	Experience of promotions and marketing 
	E
	1, 2, 3

	
	Experience of managing people
	E
	1, 2, 3

	
	Experience of managing change
	E
	1, 2, 3

	
	Experience of developing business opportunities
	E
	1, 2, 3

	

	Skills and Ability
	Essential / Desirable
	To Be Assessed By

	
	Ability to communicate clearly, confidently and appropriately.
	E
	1, 2, 3

	
	Ability to maintain good customer relations
	E
	1, 2

	
	Ability to inspire, motivate and encourage staff
	E
	1, 2, 3

	
	Ability to deal with poor performance
	E
	1, 2

	
	Ability to use Microsoft Office software
	E
	1, 2

	
	Ability to interpret performance targets and take corrective action when required
	E
	1, 2

	
	Ability to innovative in generating income
	E
	1, 2

	
	Good administrative skills
	E
	1, 2

	
	To be committed to ensuring that Redditch Borough Council’s Equality & Diversity policy is applied in employment and service delivery
	E
	1, 2

	
	Ability to promote the service to a diverse community base
	E
	1, 2

	
	
	
	

	Work Related Circumstances
	Essential / Desirable
	To Be Assessed By

	
	A degree of physical fitness sufficient to permit the effective running of the market
	E
	1, 2

	
	Must be willing to restrict leave at critical periods
	E
	1, 2

	
	Must be willing to work outside normal office hours including regular Saturday working
	E
	1, 2


	Qualifications and Professional Memberships
	Essential / Desirable
	To Be Assessed By

	
	A relevant professional qualification
	D
	1

	
	An IOSHH or equivalent health and safety training or willingness to complete within 6 months.
	E
	1,2


	Job Specific Skills, Behaviours and Personal Attributes
	Essential / Desirable
	To Be Assessed By

	
	Effective leadership skills
	E
	2, 3

	
	Excellent active listening skills, communicates clearly and effectively, both verbally and in writing
	E
	2, 3

	
	Able to work flexibly to meet the needs of the customers which includes evening, weekends when required and in various locations
	E
	2

	
	Skilled in building effective external networks
	E
	1, 2

	
	Ability to deal with customers tactfully and sensitively
	E
	1, 2

	
	Creative and open minded
	E
	2
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