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Description automatically generated]The Hub Community Café – Café Supervisor
Job description and person specification



Job Title: Café Supervisor
Reporting to: Newport Town Council Town Clerk
Hours of work:  15 hours per week  
(Wednesday and Thursday 9.30 till 5.20)

Salary: £10,052 (Pro rated actual)

Job Description

Purpose of the Role 
This is an exciting opportunity for a person with the right mix of initiative, skills and experience to oversee the daily functioning of the successful Hub Community Cafe and help develop it to serve the Newport community. 
The Café supervisor will be responsible for the supervision of the kitchen and the front of house operation. 
The role will involve leading a team of volunteers to run the café and being ‘hands-on’. The café is fully inclusive and it is a key aim of the community cafe is to work with young people and volunteers to build their work experience and confidence.
You will be supported by the Charity Manager, Town Council team and the volunteers in the Community Café.

Main responsibilities and tasks 

· Manage the food and beverage provision for the daily running of the café and if needed: functions and events.
· Supervise catering and waiting staff and volunteers.
· Assist with the training of volunteers working in the café.
· Lead, manage and motivate the cafe team and encourage their development.
· Ensure compliance with all regulatory and good practice requirements including Food Hygiene, Health and Safety, ensuring all kitchen and catering staff adhere to related policies and procedures.
· Ensure that the catering and front of house team works effectively together, delivers quality products and service to all customers and any operational issues are addressed quickly and effectively.
· Monitor the quality of the product and service provided.
· Keep administrative records i.e required food safety documentation.
· Manage day to day business and facilities of the cafe premises.
· opening and closing, 
· cashing up and banking
· ordering supplies
· stock control
· Work with volunteers and team members supporting their positive contribution to The Hub Community Café, ensuring compliance of all catering and front of house staff with The Hub policies and procedures in relation to volunteers and members e.g., safeguarding.
· Interact with customers when involved with front of house work.
· To work occasional evenings/weekends for special events.
· To undertake other duties that are commensurate with the post. 

Person Specification

	Qualifications
	Essential
	Desirable

	Educated to Food Safety in Catering Level 2 – or willingness to undertake the training within the first month of employment
	
	

	NVQ level 2 in catering and hospitality or similar relevant field
	
	

	Good standard of literacy and numeracy
	
	



	Experience 
	Essential 
	Desirable 

	Experience of working in the food service industry at a similar level
	
	

	Experience of working with young people.
	
	

	Experience of leading and supporting a team, including volunteers.
	
	

	Experience in stock control, ordering supplies and handling cash
	
	

	Experience of working in a community café or social enterprise setting.
	
	



	Knowledge and Skills
	Essential 
	Desirable 

	Good organisational skills
	
	

	Good understanding of the principles of food hygiene and preparation, including Health & Safety at Work, COSHH, Basic Hygiene
	
	

	Basic Microsoft Office skills – email, Word
	
	

	Understanding of health and safety issues and ability to implement procedures to ensure compliance
	
	

	Understanding of customer care
	
	

	Good communication and interpersonal skills 
	
	

	Good time keeping skills; reliability 
	
	

	Experience of working with volunteers, including people with additional needs
	
	

	An understanding and enthusiasm for the aims, ethics and unique business structure of a community cafe 
	
	

	Willingness to undertake further relevant training
	
	

	 Ability to drive and have a car available 
	
	



	Personal qualities
	Essential 
	Desirable 

	Ability to work on own initiative/self-motivated.
	
	

	Ability to work well in a team.
	
	

	Willing to abide by The Hub’s Equality and Diversity Policy in the duties of the post and as an employee of The Hub and to promote non-discriminatory practices in all aspects of work undertaken
	
	

	Willing to take personal responsibility under and abide by the Community Cafe’s Health and Safety Policy.
	
	

	Personal integrity, reliability, and fair dealing with others
	
	

	High degree of flexibility to respond to organisational demands
	
	

	Good motivational skills with the ability to engage and empathise with volunteers, including people with additional needs
	
	

	Willingness to work occasional evenings/weekends for special events
	
	


This post is subject to an enhanced disclosure application to the Criminal Records Bureau. We are committed to safeguarding and promoting welfare of children, young people and vulnerable adults.
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