
 
  
Job Title:   Venue Manager – Dunglass Estate   
 
Reports to:   Hickory Board of Directors  
             
 
Purpose of the role 
Dunglass Estate, a brand operated by Hickory are seeking to recruit a resourceful, motivated and 
ambitious Venue Manager to oversee all operational requirements of the Estate.  This is an 
exciting opportunity to join a rapidly growing, privately owned catering, venue management and 
events business with headquarters in Musselburgh, East Lothian. Hickory is a leading provider of 
catering and hospitality services, delivering exceptional catering to a growing and prestigious 
client base. 
 
The successful applicant will oversee and develop Dunglass Estate’s proposition and positioning 
in the market place.  A key area of this role will be developing new business opportunities and 
new client opportunities.  The Venue Manager will oversee sales opportunities with 
responsibility for exceeding agreed financial objectives and key performance indicators.  
 
                                                         
 
Key objectives  

 Exceeding all financial objectives through sales performance and budget management  

 Achieving outstanding client satisfaction  

 Recruiting, training and retaining a dedicated, passionate and professional team across 
all venue staffing requirements  

 Achieving an industry recognised award for Dunglass Estate  

 
Key responsibilities 

 Manage the relationship between Hickory and the owners of Dunglass Estate 

 Manage the relationship between Hickory and Historic Environment Scotland  

 Develop a customer journey for Dunglass Estate, ensuring all enquiries are managed in 
line with the agreed processes and timelines  

 Develop and oversee the sales process from initial enquiry through to confirmed 
booking  

 Act as the main point of contact for clients throughout their journey with Dunglass 
Estate 

 Conducting sales show rounds with prospective clients 

 Organise and deliver open weekends and evenings  

 Oversee tasting evenings for clients maximising the opportunity to achieve additional 
revenue opportunities  

 Working with Hickory’s Marketing Manager, contribute towards the marketing strategy 
for Dunglass Estate 



 
 Responsible for achieving agreed financial objectives and operating accurate P&L 

accounts 

 Ensure forecasts are accurate, realistic and achievable  

 Conduct an annual review of each package proposition to ensure it is still relevant to the 
market segment. 

 Designing bespoke propositions where necessary to ensure maximum sales potential 

 Manage the event planner(s) assigned to Dunglass Estate, ensuring a smooth client 
transition between sales and planning is maintained at all times  

 Recruit, train and manage a dedicated event delivery team for Dunglass Estate, including 
an hospitality manager, bar supervisor, team leaders, waiting and bar staff 

 Recruit, train and manage a dedicated housekeeping team for Dunglass Estate, 
overseeing cleaning requirements of the marquee and accommodation  

 Recruit, train and manage a maintenance assistant,  coordinating all maintenance 
requirements on a daily, weekly, monthly and annual basis 

 Adhere to and promote all licencing, national, local authority and health and safety 
requirements at all times 

 Plan and coordinate the annual build and breakdown of Dunglass Estate Marquee  

 Oversee the development and upkeep of the marquee, accommodation and outdoor 
areas of the Estate 

 Oversee all check in/out requirements to the estate for clients and their guests 
Coordinate with the dedicated event manager for a seamless handover  

 Oversee the delivery of all events  

 Manage off peak intimate weddings/events  

 Assist the sales and planning team with the creation of bespoke packages for venues 
and clients when necessary.  

 Effective management and control of onsite assets and inventories 

 Create detailed and accurate weekly, monthly and annual reporting  

 Attend relevant networking and promotional events  

 Provide regular social media content  

 Be an ambassador for Dunglass Estate and Hickory, ensuring that the company’s values 
are upheld at all times. 

 

Person Specification 
The person appointed will: 

 Be a foodie – passionate and knowledgeable about food (tasting, sampling, sourcing, 
and selling). 

 Have a wealth of experience in the event catering industry in Scotland and a proven 
track record for achieving high levels of client satisfaction 

 Have a commitment to delivering a creative, resourceful and intuitive account 
management service to past, existing and potential clients. 

 Positive, polite and persuasive with effective communication skills. 

 Passionate, and extremely well organised with ability to prioritise and multitask. 



 
 Discrete, exert sound judgment and preserve confidentiality. 

 Well-presented and professional 

 Have demonstrable achievement in consistently achieving financial and company 
profitability objectives, and contributing at a strategic level to the growth of business. 

 Excellent financial analyses and financial planning to deliver sales plan, with sound 
interpretive skills on results. 

 Authoritative, persuasive with the ability to lead, make clear and effective decisions and 
be accountable to staff and clients  

 Confident and articulate to act as MC when required 
 Superb communication, presentation and negotiating skills, with the ability to write new 

business and tender proposals. 

 Be trained in event/hospitality management to a high standard  

 Able to work under own initiative in a highly pressured environment. 

 Advanced and excellent IT skills, including Excel for analysis and reporting.  

 Be a great team player, good communicator and have a positive attitude to managing 
challenging situations. 

 
Hours 

 40 hours a week to suit the needs of the business, to include evenings and weekends  

 Willingness and flexibility to work outside these hours when necessary to meet the 
requirements of the job.  

 Holiday Entitlement 28 days including public holidays - to be taken to suit the needs of 
the department and the business. 

 

Salary 

 Competitive, dependent on experience 

 Salaries are paid monthly in arrears directly into your bank account on the last day of 
the month, if this falls on a weekend you will be paid on the Friday. 

 
Location  

 Based at Dunglass Estate, Cockburnspath, Dunbar, East Lothian TD13 5XF 

 Use of office and meeting space at Hickory’s Headquarters –  Stuart House, Station Road, 
Musselburgh, East Lothian EH21 7PQ 


