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JOB DESCRIPTION


JOB TITLE :


Café Manager
REPORTING TO :

Locality Manager 
HOURS:


12 hours East Grinstead
SALARY:


Scale I  £19,000 - £21,000 (pro rata)

JOB SUMMARY :

1. To prepare and cook affordable and nutritionally balanced and appetising snacks and meals for people accessing the community café.

2. To act a main link to the Service Steering Group. 

KEY TASKS :
1. Prepare affordable menus incorporating the views and opinions of members and customers, taking into account any special dietary or nutritional needs, with the overall aim of making a profit on sales.

2. Purchase ingredients and supplies via local supermarkets/suppliers keeping within an agreed budget.

3. To ensure that the kitchen and café area is maintained to a standard that promotes a high standard of safety, cleanliness and efficiency (complies with Food and Hygiene regulations).

4. Undertake the preparation and cooking of meals and ensure that the café area is maintained clean and tidy.

5. To monitor the quality of food produced and minimise waste.

6. To comply with all relevant and current health and safety legislation relevant to food preparation.

7. To manage a team of volunteers, including providing induction to the role, regular supervision, and ongoing support and on-the-job training as required.

8. Operate and keep tools and equipment in a clean and serviceable condition and in accordance with the Centre’s/manufacturer’s instructions. Where repairs are necessary, inform the Centre Management.

9. Inform the Centre Management of any hazards arising in the kitchen.

10. Maintain financial records or income and expenditure. Be responsible for the regular banking of income received from sales of foods/drinks.

11. Any other duties commensurate with the post
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PERSON SPECIFICATION


Job title :

Café Manager
Responsible to :
Locality  Manager 

	QUALITIES
	ESSENTIAL

	
	

	Experience
	· Sound cooking/catering experience
· Working as part of a team

	
	

	
	

	Abilities
	· Good communication skills, both oral and written
· Ability to keep within a set budget

· An understanding of working in a professional way with vulnerable people

· Ability to motivate and support a team of volunteers


	
	

	
	

	Knowledge &

Understanding
	· Knowledge of effective cooking techniques and healthy, nutritious recipes
· To have some understanding of the needs of people experiencing mental health issues

	
	

	
	

	Training
	· Intermediate food hygiene certificate

· Health and safety training



	
	

	
	

	Personal Attributes
	· Non judgemental approach to people and a strong commitment to equal opportunities




	Competency & Level
	Competency Description

	Person Centred Focus

Level 1
	· Understands how own job and actions affect people who access our service

· Does what they say they will, at the time that they say they will

· Open and honest in dealings with people who access our service

· Delineates between met and unmet needs of the person being supported

· Responds promptly to supporting a person to understand their needs

· Adopts a person centred approach when working with individual people

	Service Delivery

Level 1
	· Shows a willingness to develop an understanding of recovery based practice and the principles that underpin such practice in their work

· Ability to establish a trusting relationship with people who access services from Sussex Oakleaf

· Believe in the person’s ability to reclaim a life beyond symptoms

· Provides support to people who access the service according to their personal plan

· Follows procedures in a timely manner if there is a risk to the person or to others

· To ensure that Sussex Oakleaf services do not discriminate against people on the basis of gender, race, ethnicity, age, religious beliefs, ability

	Working in Partnership

Level 1
	· Acts as a supportive team member to colleagues within own work location

· Speaks positively about the team, organisation and manager

· Participates positively in activities with colleagues in other departments/locations

· Offers to help when needed

· Demonstrates the ability to build a therapeutic alliance with people who access services from Sussex Oakleaf

	Embracing Change

Level 2
	· Looks for ways to improve own working methods;

· Participates in training and professional supervision that enhances skill and knowledge level

· Suggests service improvements to Team Leader;

· Reacts positively to proposed changes, taking the opportunity to contribute own ideas in a positive and constructive manner.

· Describes sound reasons for ways of providing support and intervention that are congruent with recovery oriented practice



	Communication

Level 1

	· Uses language that is respectful of the person, highlighting abilities and strengths.

· Uses non authoritative, non discriminatory and non expert language

· Use non technical, understandable written and oral language

· Listens carefully to the needs and experiences of people who use the service

· Collates information, mostly for an internal audience, in a clear, accurate and timely fashion

· Documents work in a manner that positive, non judgemental and objective

· Communicates clearly both with internal colleagues and external customers and partners

· Keeps others (both internal and external) informed of own actions

· Uses verbal , electronic and written communication that is respectful of Sussex Oakleaf and the work that it undertakes  

	Finance & Resource Awareness

Level 2

	· Assists people who receive support in their day-to-day financial transactions (front line roles)

· Comfortable with using figures in reports.  Comfortable using numbers in work in daily basis

· Ensures invoices and bills are checked for accuracy and clear records are kept of services and goods provided

· Assist people who access services to address gaps in their personal resource base and to assist in the problem solving to address any gaps.



	Willingness to Learn & Develop in Role

Level 2
	As above, plus:

· Helps others to learn and develop in their role by acting as a source of information and advice

· Contributes to the organisation’s learning 
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