THE TABLE
Job Description - Cafe Manager

About The Table

The Table is a new, charitable Community Café planning to launch in the Summer of 2024. Our aim is to show
God's love to the local community through providing a community hub serving a high quality, healthy, ethically
sourced and affordable menu, and providing an inclusive safe place for all. It is extremely important that all of
our team are comfortable with our Christian ethos and are open to signposting appropriate help for those who
need it. While it is not essential for the café manager to be a practising Christian, they must be comfortable
supporting the biblically rooted ethos, mission, vision and purpose of the church, as well as working in a Christian
environment, where prayer, bible teaching and outreach are a part of church activities.

What does being an employee at The Table mean?

Working for The Table is more than just running a high-quality commercial café business, it is also about being
part of the Community of Harraton and being a supportive presence to enable people, groups and organisations
within the community to meet and enable one another to grow as people and community.

Overview

The Table @ St George's church is looking to appoint a creative, motivated and well organised café manager to
plan, develop and run a new community café launching in the Summer of 2024. Recruiting and managing a team
of volunteers, they must have excellent people skills and be able to work with a diverse and variously skilled
group of people. They must also have the skill sets to manage the café finances, source and prepare the menu
and oversee the day to day running of the café, including record keeping and compliance with all relevant
legislation.

The café will be based in a brand-new community annexe and work with the team delivering the mission and
vision of St George's church in the community. Initially starting small, over time the role will develop and grow
as the café matures and the mission of the church develops the annexe as a community hub. There will be plenty
of opportunity to help guide that development within the Christian ethos of the church. It will be an exciting
opportunity for someone who enjoys innovating and fully implementing new ideas.

Key Information

e Deadline for all applications is Sunday March 31%* 2024 at Midnight.

e Interviews will take place on April 17*" and 18" 2024

e We are aiming for the role to commence on Monday 3™ June 2024, but start dates can be discussed at
interview.

e If you require any further information please contact office@stgeorgesfatfield.co.uk

e The salary is dependent on skills and experience at £23,400 — £27,300 per annum

e Theroleis full time, working 37.5 hours a week. Initially these will be worked during the day time Monday
to Friday with the likelihood of occasional evenings.

e The role is permanent subject to a satisfactory three month probationary period.

e 6 weeks holiday annually, some of which to be taken when the café closes for the post-Christmas period.
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e A DBS (Disclosure and Barring Service) Enhanced Plus Disclosure Certificate will be required for the post,
but a clean DBS is not essential for the role. We will consider applicants according to our Recruitment
and Employment of ex-offenders policy

Job Role

The Cafe Manager's responsibilities will include leading and training a group of volunteers with varied experience
levels and delegating tasks appropriately to ensure a constantly high standard of food hygiene, cooking and
service. The cafe will likely serve a very diverse clientele, so this role requires a high level of patience, empathy
and the ability to communicate well.

Reporting to the Vicar and trustees and working within the vision and ethos for the annexe, the café manager
will hold responsibility for the menu, sourcing food, managing stock, controlling the budget to ensure
profitability and the leadership and development of the team of volunteers. They will also have responsibility for
the training, safety and wellbeing of the volunteers (and any future paid staff) and ensure high quality food and
service is given to our customers and groups utilising the annexe. You will open up the cafe and oversee the
day's preparation and then oversee the clean-down and de-brief at the end of each day.

Duties and Responsibilities

> Manage the running of the day’s activities from preparation of the cafe, sourcing of ingredients and
volunteer briefing, to clean-down and safe cooling and storage of food.

> Delegate tasks to volunteers, taking into account their experience, communication skills and any physical
or mental health conditions. Assemble teams recognising the strengths and support needs of individual
volunteers so that volunteering at The Table is a positive experience.

> Oversee appropriate up-skilling and mentoring of volunteers, ensuring that we assess and record the
progress of volunteers, including recognising and signing off competencies.

> Manage the breaks and shifts of all volunteers.

> Manage the procurement, ordering, payment and cash handling processes in the café, including keeping
financial records, setting budgets and achieving profitability.

> Be present at volunteer training events, including explaining cafe ethos, processes and carrying out
wellbeing and inclusion assessments.

> Ensure that all policies and procedures of St George's Church are adhered to, including Safeguarding &
Health and Safety.

> Take responsibility for food safety and hygiene compliance of the cafe, including extensive record
keeping on heating, cooling, labelling and food storage, understanding and following all relevant legal
requirements for a café, including holding relevant and up to date qualifications.

> Ensure that the cafe is clean, clear and safe for all people. This may include asking individuals to leave
the cafe space.

> Oversee cafe purchasing, including cleaning products and take-away containers.

> Ensuring the seamless and efficient running and profitability of the café, while being pro-active in
developing its offer to serve the local community appropriately.

> Manage customer and volunteer grievances.
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> Keep an accurate and detailed record of the cafe's activities to measure the impact, e.g. meals served,
customers visited, etc.

> Making hot drinks and food, served to an exceptional standard and training others appropriately to to
achieve similarly high standards.

> Oversee volunteer recruitment, induction and sign up rotas, communicating with the Vicar/line manager
if there are roles that need filling or significant issues. Ensure that all volunteer hours are logged and that
the volunteer team present corresponds with the sign up rota.
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Attend occasional staff appraisals with the Vicar/line manager and writing reports for Trustees.

Have the knowledge and understanding to be able to signpost people to appropriate support within and

outside the church where needs become apparent.

» Collaborate with the Vicar/Trustees in the ethos of the vision and mission for the cafe & annexe.

Person Specification

Essential

>

A generous hearted, patient and hard-working person with interest in, and concern for, community
action with a Christian ethos.

Happy to support the values, mission, vision and ethos of St George’'s Church, Fatfield.

> Experience in catering, cooking and food hygiene, including having or being willing to attain
appropriate qualifications and deliver a high quality menu.

> Experience of working with volunteers

> Experience of managing and motivating people

> Excellent interpersonal skills and with the ability to communicate with a diverse array of people.

» Competence in maths and IT skills.

> Self-starter, enthusiastic and motivated.

> Ability to work under pressure and manage time effectively, with strong planning and organisational
skills.

> Willingness to listen, learn, develop and change and have the humility to know ones own weaknesses.

Desirable

> Barista Trained

> Experience of stock taking and management and cash handling

» Commercial and financial acumen, including managing budgets and minimising waste.

> A good sense of humour

> Safeguarding trained (this can be provided)

> Customer service attitude
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Application Process
If you are interested in applying please send the following:
> A covering letter describing your experiences, how you would fit with the role advertised and how
you meet the person specifications above. (2 pages maximum)
> An up to date CV (2 pages maximum)
> Contact details for 2 relevant referees.

To: office@stgeorgesfatfield.co.uk or by post to St George's Church, Fatfield, Vigo Lane, Harraton,
Washington, NE38 9AH with an email subject of “Your Name + Café Manager”

You are welcome to contact us with questions and please read through our vision and ethos documents
downloadable from our website. If you wish a copy of any policies in advance, we are happy to supply them.

We are thankful to all of our funders including many church memibers and local people and numerous charitable trusts
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