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POSITION DESCRIPTION 
 
 

Title:   TBD/Bar Manager   Department: Events 

Status: Part-Time, Non-Exempt   Reports to:   Kellie Boone, Executive Director 

  \ 

Position Summary 

Under the supervision of the Executive Director, the Bar Manager is responsible for the set-up, staffing or 

execution of beverage services for events and the County Fair run beverage tent. This position requires work 

schedule flexibility and the ability to work additional hours during the County Fair and/or other key events. (In 

the past three years, this position has averaged between 350 and 430 hours for the calendar year.) 

 

Duties/ Responsibilities 

 Work with Event Coordinator(s) to ensure successful management of all bar service details for clients and 

rentals at Fair Park   

 Establish and organize/schedule all beverage servers for the Fair Park bar events  

 Set up bar(s) for events (cut up condiments, ice, soda, restock tall boy cooler with beverages and supplies, 

cash registers) 

 Work with staff on any special signage needs to be produced/printed 

 Introduce yourself to the client and handle final bar billing with them at the end of the event 

 Make sure bartender time sheets are filled out accurately including tip reports 

 Decide how long the MOD (Manager on Duty) is needed for the night 

 Work with the MOD to resolve any event related issues 

 Ensure with the caterer that the kitchen is cleaned and inform Event Coordinator of status. 

 Clean up of the event (beer pitchers run through dishwasher, ice emptied out, condiments put away, extra 

soda put away, tables cleaned up, locking and alarming the building if you are the last to leave) 

 Arrange cleaning of lines with Dave Miller 

 Keep track of CO2 tanks 

 Keep liquor room in order; submit any orders to Angela/Kellie 

 Complete a quarterly inventory of bars and liquor room with Executive Director 

 Other tasks as deemed necessary 

 

Essential Knowledge and Abilities 

 Exceptional customer service and communication skills 

 Critical thinking and problem solving  to include troubleshooting 

 Organization, accuracy, and the ability to multi-task 

 Ability to work independently and as a team member 

 

Training and Experience 

 Minimum of three to five years of related work experience 

 Previous supervisory/management experience  

 Licensed in the Town of Polk as a beverage server  
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