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JOB DESCRIPTION
1.
JOB DETAILS


Job Title: 


Ella’s Mobile Café Manager

Salary:



Available on application 

Hours: 


37.5 Hours per week 
(To include weekend, evenings and bank holiday working as required) 


Department: 


Retail

Reports to: 


Retail Project Lead & Support Manager

Tenure: 


Permanent
2.
JOB PURPOSE 

To be responsible for the successful management and the day to day operations of Ella’s Mobile Café. To maximise all business opportunities to generate vital income and raise awareness of the Hospice. To act as an ambassador for Rowcroft, ensuring the Mobile Café is presented to the highest standards and reflects the brand values of Rowcroft Hospice.
3.
DIMENSIONS
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4. PRIMARY DUTIES AND RESPONSIBILITIES
Sales and Profit

· To strategically book events and maintain a solid calendar of events year on year

· To secure static pitches to generate a regular, weekly income outside of events and functions

· To seek new business ideas to maximise income opportunities to deliver or surpass budget, in line with business strategies

· To ensure every opportunity is taken to generate extra sales, including the promotion of impulse buys and Rowcroft lottery tickets 
· To provide a quality offering that exceeds the customers expectations, generates strong sales and protects the margin
· To develop and manage a competent team of volunteers to ensure every opportunity is taken to further increase sales
· To order stock and implement stock control procedures to minimise wastage and maximise profit

Customer Care

· To work closely with volunteers, ensuring that yourself and the team consistently deliver a high level of customer service
· To act as ambassadors and customer service champions at all times, delivering a consistently warm and friendly customer experience
· To raise the profile of Ella’s Mobile Café through approved social media channels

Team Management

· To work closely with the Voluntary Services Co-Ordinator to recruit, train and develop volunteers as and when required, ensuing the level of volunteers-v-the needs of the business are maintained

· To lead by example; training, developing and monitoring all staff and volunteers, to consistently exceed customer expectations

· To build a good working relationship with the volunteers and ensure they feel valued
· To anticipate and manage resources, inline with peak trading periods 

· To assist in communicating Rowcroft Hospice’s policies and procedures effectively and regularly to the Ella’s Mobile Café Volunteer team


Stock Control and Merchandising

· To order stock for events and functions, ensuring a quality product is sourced whilst protecting margin

· To ensure a robust stock control system is implemented to minimise wastage

· To ensure Ella’s Mobile Café is suitably merchandised for its target audience whilst still promoting and protecting the Rowcroft Hospice brand

Cash Handling and Security

· To ensure the safest possible environment for all staff and monies, by observing the rules and procedures defined by Rowcroft Hospice Retail Department

· To adopt a judicious approach to the security of stock, vehicle, equipment and consumables in the care and ownership of Rowcroft Hospice at all times

· To check all transactions accurately – cash & credit cards

· To take ownership of and investigate any till discrepancy

Health & Safety
· To maintain a safe working environment for all customers and volunteers, ensuring that all Health and Safety regulations as set out by Rowcroft Hospice are adhered to at all times

· To take reasonable care for the Health and Safety of themselves and others who may be affected by their acts or omissions at work

· To complete the online Mandatory Training as and when required

· To ensure that regular vehicle checks are carried out prior to use of the van
· To ensure compliance in all matters relating to food hygiene and health & safety

General
· To ensure the highest standards of housekeeping are implemented and maintained and that opening and closing procedures are observed

· To attend training courses, as required, to meet the requirements of the post

· To ensure the security of the premises/vehicle, stock, cash and product at all times

· To be prepared for lone working on occasions

· To be accountable for their own development review process, seeking out opportunities to learn new skills

· Situations may arise that require the post holder to perform other duties or tasks as may be reasonably requested by Rowcroft Hospice

· The post holder will be expected to attend Management Meetings, notice of which will be given

5. COMMUNICATIONS AND WORKING RELATIONSHIPS

· Customers

· Volunteers

· Head of Retail

· Retail Development and Performance Manager
· Retail Business Analyst

· Retail Project Lead & Support Manager

· Retail Distribution Manager

· Finance

· Shop Managers, Assistant Managers and Shop Assistants

· Hospice staff 

6.
KEY RESULT AREAS
· To build a positive reputation within our local community and raise awareness for the Hospice
· To deliver a quality product and offer exceptional customer service
· To proactively contribute to the success of the Retail Department
· To effectively manage and lead a team of retail volunteers in order to achieve the set targets and overall standards of Ella’s Mobile Café
7. AUDIT CLAUSE

All members of staff are expected to participate in audit assessments as appropriate.
8. INFECTION CONTROL CLAUSE

Infection Control is everyone’s responsibility.  All staff, both clinical and non clinical, are required to adhere to the organisation’s Infection Prevention and Control Policies and make every effort to maintain high standards of infection control at all times, thereby reducing the burden of Healthcare Associated Infections including MRSA.

 

All staff employed by Rowcroft Hospice has the following key responsibilities:

 

· Staff must decontaminate their hands prior to and after direct patient care or contact with the patient’s surroundings;

· Staff members have a duty to attend mandatory infection control training provided for them by the Hospice;

· Staff members who develop an infection (other than common colds and illness) that may be transmittable to patients have a duty to contact Occupational Health.

9. PERSON SPECIFICATION 


(Please see attached)

10. JOB DESCRIPTION AGREEMENT

This job description is subject to review.  The post may include other duties and responsibilities as determined by the recruiting manager in consultation with the post holder.  

The post is subject to Rowcroft Hospice Foundation Ltd. Terms and Conditions of Service.

Post holder’s Signature:



             Date:


Head of Department’s Signature:



  Date:


PERSON SPECIFICATION

Ella’s Mobile Café Manager

	Attributes
	Essential
	Desirable



	Qualifications, special training and general intelligence
	· A good overall standard of education

· Age 25 +
· Full UK driving licence 
· Have a full understanding of what is meant by exemplary customer service and evidence of delivering this consistently
	· Personal licence holder

· Current food hygiene qualification



	Knowledge and skills
	· Understanding of your customer base and target audience

· Commercial understanding with ability to implement changes to increase profit
· Excellent organisational and time management skills
· Ability to delegate work with the ability to lead and motivate staff and volunteers to achieve results
· Competent IT skills (including email)
	· Experience of cash handling


	Experience


	· Experience in café operations or a catering environment 
· Experience of working at supervisory level, within a team
· Staff/volunteer performance management and appraisal
	· Street food experience

· Working with volunteers



	Personal requirements e.g. communication, interpersonal
	· Confident and effective communicator

· Passionate, enthusiastic & energetic with a ‘can do’ attitude
· Self motivated with drive and determination

· Solution orientated
· Flexible approach 

· Ability to remain calm under pressure
· Physically fit
	· An understanding of manual handling

· An understanding of health & safety in the workplace



January 2020



Head of Retail





Retail Development & Performance Manager 





Manager





Retail Business Analyst





Retail Project Lead & Support Manager





Distribution Manager





Ella’s Mobile Café Manager








65
4

