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The Common Room Food & Beverage Assistant

Introduction / Background to the Role

The Common Room is a unique Grade II* listed heritage venue, charity and archive based at Neville Hall in the heart of Newcastle upon Tyne.
Home to the North of England Institute of Mining and Mechanical Engineers since 1872, Neville Hall and its internationally significant collection tell the story of the North East’s pioneering industrial and engineering heritage. Today, The Common Room brings that heritage to life through its archive and collections, public and cultural programme, and events.

Alongside our charitable work, we operate one of Newcastle’s most distinctive event venues, hosting conferences, meetings, weddings, celebrations, performances and cultural events across our historic spaces. The building is also home to our 5|Quarter café bar.
Income generated through our venue hire, events and food and beverage activities helps support our charitable and heritage work.
Further information can be found on www.thecommonroom.org.uk.

Job Summary

We are looking for confident, friendly and proactive Food & Beverage Assistants to join our flexible, zero-hours hospitality team.
This is a varied role, from serving customers in our 5|Quarter café bar to supporting conferences, weddings and private events across the building.
We’re looking for people who take pride in great customer service, enjoy working as part of a team and are happy to get stuck in wherever needed.
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Job Description


	Job
	Food and Beverage Assistant 

	Salary
	National minimum wage plus tips

	Duration
	Zero Hours 

	Reports to
	Head of Trading 








Main Responsibilities / Activities 

· Deliver friendly, professional and proactive customer service across the 5|Quarter café bar and events
· Prepare and serve food and drinks, including alcoholic beverages, and process customer payments
· Support the delivery of weddings, conferences, meetings and private events, including food and drink service
· Set up, clear down and reset event spaces, bars and catering areas as required
· Maintain clean, tidy, well-stocked and well-presented food, beverage and customer areas
· Follow food safety, hygiene, allergen, Health & Safety and alcohol licensing procedures at all times
· Follow event briefs and communicate effectively with Duty Managers, event leads and the wider team
· Work flexibly across the building and carry out other reasonable duties to support the smooth running of The Common Room

All staff/freelance contractors are expected to: 

· Positively support equality, diversity and inclusion in line with The Common Room’s policies
· Help maintain a safe working environment by following Health & Safety procedures and attending relevant training 
· Treat customers, colleagues and visitors professionally and take pride in maintaining high standards across The Common Room
· Communicate effectively and follow relevant operational information, event briefs and instructions
· Work collaboratively and flexibly as part of the wider Common Room team
 
Please visit Work with us - The Common Room for full details


Person Specification   

Essential Skills and Personal Attributes
Customer Service
· Friendly, confident and approachable, with a genuine commitment to providing excellent customer service
· Comfortable communicating with a wide range of customers, guests and colleagues
· Able to remain professional, calm and helpful during busy periods
Teamwork
· Able to work effectively as part of a team
· Willing to support colleagues and get involved wherever needed to help deliver a successful service or event
· Able to follow instructions and communicate effectively with supervisors, Duty Managers and colleagues
Reliability and Flexibility
· Reliable and punctual
· Flexible in approach to work and comfortable working across café, bar and event operations
· Available for a mixture of daytime, evening and weekend shifts
Organisation and Initiative
· Good attention to detail
· Able to follow event briefs, procedures and instructions accurately
· Proactive and able to recognise tasks that need completing without always needing to be prompted
· Able to prioritise tasks appropriately during busy periods

Food & Beverage
· Previous café, bar, hospitality or event experience is desirable but not essential, as full training will be provided.
· Applicants should be willing to learn food and beverage service, food hygiene, allergen procedures, alcohol service and relevant operational procedures.

IT and Till Systems
· Comfortable using, or willing to learn to use, electronic till and ordering systems.

The Common Room
· An interest in The Common Room, its heritage and the history of the North East is desirable. 
· Full information and training about the building and organisation will be provided.

  
Appointment and Application Details

Role advertising: 20 August 2026

Please send your CV and a short email explaining why you would like to join The Common Room team to: Philippa King-Williams, Philippa.king-williams@thecommonroom.org.uk

Applications will be reviewed as they are received and we may invite suitable candidates to interview before the role closes.
Please visit Work with us - The Common Room on our website for further information.
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