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Oaklands School
Job Description
Café and Shop Assistant
Grade:  Scale 5
Hours of work: 
31.25 hours per week - Monday to Friday 8:30am to 3.30pm 

Contract Type: 
Permanent and Term Time only

Responsible to: 
Head of School 
Main purpose of the job

The Café and shop assistant will be required to maintain a high level of customer service while supporting students from the Sixth Form to develop their working skills in a café and shop environment training them to be competent baristas, table servers and cashiers, under the direction of the café manager. 
Main responsibilities and tasks

1. Support the Café manager to manage day-to-day operations of the café.
2. Train students on drinks preparation and proper use of coffee equipment.
3. Train students on cleaning procedures.
4. Train students on table service.
5. Train students on cashier skills.
6. Coordinate with vendors and order supplies as needed (like takeaway cups, coffee, milk and other ingredients).
7. Ensure all cafe areas are clean and tidy.
8. Track progress of students against a continually developing checklist of skills.
9. Help increase profitability, boost customer engagement and turn our cafe into a favourite local spot.

Key Relationships (Internal and External)

1. Café Manager

2. Students, Staff, Parents and Community users of our Facilities.
Equal Opportunities: The School has a strong commitment to achieving equality of opportunity and expects all employees to implement and promote this in their own work.

Health and Safety: The School is committed to a healthy and safe working environment and expects all its employees to implement and promote its policy in all aspects of their work. 

Confidentiality: The School is committed to maintaining the privacy of all its staff and pupils.  It expects all staff to handle all individuals’ personal information in a sensitive and professional manner.  All staff are under an obligation not to gain access or attempt to gain access to information they are not authorised to have. 

Safeguarding: The School is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment.

SIGNATURES

Name of Line Manager: …………….…………………………………………………..

Signed.…………………………………………… Dated……………………………….

Name of Post holder: ………………………………………………………………...

Signed…………………………………………. Dated………………………………

The duties of this post will change and develop over time.  It is the manager’s responsibility, in conjunction with the post holder, regularly to review this document and amend it when necessary.  
JD café manager MAR19
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