[image: image1.jpg]monash student association
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:




POSITION TITLE: 
Café Coordinator
UNIT: 


BUSINESS – Wholefoods
RENUMERATION:
$16.03 - $18 per hour
CLASSIFICATION:     RCA 3003/7 + 4% loading
FRACTION: 
            Casual

EFFECTIVE DATE: 
INCUMBENT:  
SIGNATURE   




 DATE 
APPROVED BY SUPERVISOR: 
TITLE: 
  

SIGNATURE 
   




 DATE 
ORGANISATIONAL CONTEXT

· Wholefoods Collective is the managing body of the restaurant/space. It is made up of staff members who are paid and who volunteer. 
· The Café Coordinator reports directly to the Wholefood Collective.
· This is a seasonal position, comprising approximately 15 hours per week for approximately 35 weeks of the year. The remaining weeks will be taken as a combination of paid and unpaid leave. During University teaching and exam periods, when the restaurant is operating, the incumbent will be required to be available for at least three days per week. 
KEY RESULTS AREAS AND RESPONSIBILITIES

· To coordinate the day-to-day operation of a vegetarian and vegan restaurant, specifically Café operations. 
· To ensure that a quality product and service is provided to all customers. To encourage student participation in all aspects of café operations and management.
· To consult with collective on issues regarding operation of the café.

Staffing ( Including volunteers)
· General orientation & training for all staff, as well as specific-duties training for cafe hands.

· Preparing rosters, in conjunction with the other Coordinators, ensuring sufficient staff are available for all shifts.

· Liaising with Cake Cook and Chef regarding required stock requirements.

· Communicating with and support for staff via regular staff meetings, notices & emails.

· Liaise with Cake Cook about cakes required for Café operation.

· Directing volunteers in the Cafe.

· Training & roster of volunteers in the cafe in conjunction with the Volunteers Coordinator
· Liaise with MSA management and provide updates on operation.
Café Operations

· Ordering stock and stock rotation & control.

· Maintenance of the kitchen and equipment in a safe and hygienic state.

· Ensuring that café operations adhere to the Victorian Food Act (1997).
· Operation of the workspace as required.
Financial

· Verifying all invoices against cafe-related deliveries.

· Preparing requisitions for Café stock and equipment.

· Monitoring and analyzing café income and expenditure.

· Menu pricing, in conjunction with the Collective, staff and the MSA Finance Department. 

KEY SELECTION CRITERIA:

Essential

1. Previous experience in the hospitality industry including café operations, preferably in restaurant or café management.
2. Understanding and belief in non-hierarchical system of management based on consensus decision making.
3. Familiarity with food safety and hygiene principles and practices.

4. Initiative and an ability to work with minimal supervision.

5. Well-developed communication and organisational skills.

6. The ability to monitor budgets and plan accordingly.

7. Good PC skills - eg. Word, Excel and Windows. 
8. Previous experience in working with students and/or volunteers
Desirable

1.  Experience in vegan and vegetarian cakes and cooking.

2. Experience in staff and volunteer rosters.

3. Experience with stock control, menu planning, and directing staff
4. Knowledge of the Victorian Food Act and experience with implementation of a Food Safety Program.

OTHER JOB RELATED INFORMATION:

· All staff and coordinators are encouraged to volunteer in addition to their paid hours. 

Related documents

EBA

Job Evaluation and Classification Policy

Hiring Policy

Higher Duties and Appointment

Probationary Assessment

Legislative references

Policy updates

