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Crownway Community Centre

Cafe Assistant 
Job Description
Hours: 20hrs per week 
Monday 10.00am-2.30pm, Wednesday 9.30am-3pm, Thursday 9.30am-3.00pm, Friday 10am-2.30pm
Pay: £10.00 per hour / 9mths contract (38 weeks) / To be reviewed dependent on funding

Holidays: 28 days per year pro rata
Base: Crownway Community Centre

Reporting to: Centre Manager

Main purpose of the role will be to support in:

· All aspects of ensuring the smooth running of the Community Cafe throughout the week

· Providing a pleasant and friendly service to users of Crownway Community Centre & Cafe 

· Being an active member within a team of staff and volunteers

· Preparing and cooking meals (e.g. breakfasts, jacket potatoes, salads, omelettes, toasted items, soups and desserts)
· Making and serving hot and cold drinks 

· Taking orders, using a cash register and serving food

· Washing dishes, clearing and wiping tables

· Cleaning and tidying of kitchen and café area
· Undertaking regular shopping trips

· Assisting in the delivery of weekly Luncheon Clubs.
· Maintaining and adhering to all food hygiene standards / health and safety guidelines 
· Completion of relevant paperwork: Safer Food Better Business, Cleaning Schedule, Café Float, Stock Sheets etc. 
Other Duties

· Communicate & build up a good working relationship with Centre partners, users, staff, volunteers and trustees

· Attend Management Committee/network meetings when required

· To undertake relevant training when necessary

· To undertake any other duties commensurate with the status of the post as directed by the Management Committee.
General Conduct

· To be punctual

· To be polite, approachable and helpful

· To show enthusiasm and promote positivity

· To maintain confidentiality regarding Centre users and volunteers 

Equal Opportunities

Crownway Community Centre is an equal opportunities employer and welcomes applications from all suitably qualified persons regardless of their race, sex, disability, religion/belief, sexual orientation or age.
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Crownway Community Centre

Cafe Assistant 

Person Specification
	Key Competencies
	Essential
	Desirable

	Qualifications
	· Good standard of education – Level 2
	· Food Hygiene or Food Safety Certificate Level 2

· Emergency First Aid at Work
· Full clean driving licence

	Knowledge & Experience
	· Previous catering and customer service experience

· Numeracy skills, cash handling and accurate use of a till

· Excellent understanding of food hygiene guidelines and allergen awareness

· Understanding of health & safety issues
	· Understanding of the voluntary sector and local issues



	Skills & Abilities
	· Excellent food preparation, cooking and serving skills with an ability to handle multiple orders

· An engaging and professional approach to your work whilst upholding high standards at all times

· Excellent food presentation skills

· Excellent communication skills

· Able to stay calm and focused in a busy environment 

· Organised and methodical in your work with an ability to follow and implement procedures

· Able to work within a team and on your own initiative

· Possess a ‘can do’ community spirit and positive attitude
	· Able to effectively participate in community consultation events

· Experience of supporting others with various abilities in their learning and training

	Personal Attributes
	· Presentable with excellent personal hygiene

· Engaging, outgoing and confident
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