Key roles and responsibilities for the Hornbeam café team

Here is a summary of the overall requirements for running the café and catering enterprise successfully. We are looking for a team of people to fulfil these roles, rather than one person, so you do not need to fulfil every aspect of the responsibilities and experience/skills requirements outlined below. It is envisaged that each member of the team will take the lead responsibility for certain aspects of the café’s work (eg menu planning, marketing) but that team members will share in actual delivery of tasks as appropriate.

See the end of this document for a more detailed list of what the café’s work involves, built from the last three years of experience running the café with Sustain’s support. 

1. Café management

Work together as a team to coordinate the running of the café, developing and implementing a business plan as well as day to day work plans, rotas for café and kitchen, and the recruitment, induction and support of volunteers. Report to the Organiclea cooperative on all aspects of the café/catering work, participating in cross-coop strategy groups as appropriate, and liaise with the Hornbeam worker about use of the building. 

2. The food

Plan a varied seasonal menu for the café, catering and events, making maximum use of local and seasonal fresh produce, coordinating with Organiclea co-workers to make use of available surplus produce for the daily menu or for additional processing activities. Order other stock in accordance with sourcing policy Make sure that the food is of consistent high quality and operate a stock control system to ensure that wastage is minimised. 

3. The customers

Create a welcoming, friendly space in the café, serving food and drink in a timely manner, gathering feedback on food quality, presentation, portion size etc. Communicate with customers about food and sustainability issues, and about the activities and aims of Organiclea, Hornbeam, and other community connections. 

Plan and organise events and activities which are financially sustainable and bring new people to the café 

Develop a marketing strategy; organise the production of relevant promotional and educational materials; 

carry out publicity work including online, door to door, and outreach activities.

4. The groundwork

Maintain a clean and tidy kitchen and café space, including management of recycling and composting bins and laundry, participating in the operation of a cleaning schedule. 

Organise servicing for equipment as relevant and ensure all maintenance guidance & operating procedures are adhered to and manuals/documentation is maintained in a secure place

Follow all food hygiene, health and safety procedures and ensure volunteers are also trained to do so 

5. The finances

Operate systems for cashing up and daily sales records. Use costed recipes and portion control for all menu items. Ensure the Café operates within budget (improving Gross Profit and labour costs to desired levels) and liaise with Organiclea’s finance worker to provide information required for monitoring of income and expenditure, forecasts and financial reports. Contribute to fundraising for the café and catering operation. 
Across the team we are looking for the following experience, skills and qualities:

Experience

· Experience of vegan cooking and baking for large numbers 

· Experience of menu planning 
· Experience of community or ethical café organising 
· Experience of managing a catering environment, including stock management and business planning
· Knowledge of food safety (or willingness to learn)

· Experience of working with volunteers

· Experience of networking and alliance building with community groups and  local activists 
· Experience of organising events and producing publicity/display materials

· Experience of writing and producing educational and promotional materials

Skills

· Able to work quickly under pressure
· Able to work on own initiative and to work with others collectively
· Good numeracy and basic financial skills
· Understanding of environmental and sustainability issues, especially around food

· Ability to communicate clearly and persuasively 
· Good organisational skills
Qualities

· Passionate about local food issues and able to communicate it 

· Approachable and friendly

· Committed to cooperative ways of working
· Committed to community empowerment 
· Committed to equal opportunities for all
· Willingness to engage with Organiclea’s food production work, for example by visiting the Hawkwood Nursery site and taking part in occasional activities there
Full task outline

Building on the existing experience within the café, we have developed a full list of the tasks required to run the café and catering enterprise successfully, to be fulfilled by a team of people. 

1. Café team management

· Work together as a team to coordinate the running of the café, for example developing project plans and supporting each other in making and delivering individual workplans, attending team meetings and other planning meetings as appropriate

· Organise rotas to ensure adequate staff and volunteer cover in the kitchen and café and at outside events, including contingency system to cover for sick leave etc 

· Take responsibility for organising and prioritising own work, identifying own support needs and working with the café team to support other workers as needed 
· Help to develop and implement the Café’s Business Plan to deliver desired levels of growth for catering and event sales and café sales.

2. Volunteer coordination

· Identify suitable volunteer roles and recruit volunteers to work in the café/kitchen/catering delivery

· Provide induction, training, and supervision to volunteers and sessional staff working in the café and kitchen, and operate quality control for all food production and serving

3. Menu Production and Operation
· Plan a 3 month menu maximising use of local and seasonal produce, and including wheat and nut free options, with weekly variation; planned to minimise chef time and allow serving from the cafe space where appropriate.  
· Coordinate with Organiclea’s box scheme and stall workers regarding available surplus produce to include it in the coming week's menu 

· Finalise the weekly menu according to produce available and write up and distribute weekly menu at the start of each week for the mailing list, website and café display

· Ensure costed recipes are in place for all menu items and that standard portion controls are operated by all cafe staff and volunteers.

· Ensure that production and storage methods guarantee consistent high quality and efficient delivery of the menu items, including varied and fully supply of baked sweet items (including low sugar and wheat free options)

· Undertake recipe research and testing in order to make the most of seasonal produce and continually serve interesting and tasty food.

4. Food preparation and processing 
· Work together to maximise the use of local fresh produce in the café, and to operate systems for dealing with surplus produce 

· Coordinate with Organiclea’s box scheme coordinator and Hawkwood production coordinator to identify potential surplus produce opportunities (beyond regular café/catering use) and create a system for dealing with surplus at short notice 

· Plan and carry out processing activities which maximise use of and value added to surplus produce, either for café/catering or as processed goods for sale

· If allocated on the chef rota, prepare and cook or delegate cooking tasks to volunteers, in accordance with the menu and kitchen operating systems

· Ensure that cafe and catering  food meets quality and food hygiene standards and is ready on time

· Ensure wastage is minimised by effective production methods and monitoring customer wastage

· Ensure that food waste is kept to an absolute minimum
· Apply standard portion control principles at all times
5. Serving customers
· If allocated on the serving rota, serve food and drink to café customers, or supervise volunteers doing so, in accordance with the café operating systems
· Communicate with customers about food and sustainability issues, and about the activities and aims of Hornbeam, Organiclea, and other community connections

· Ensure the café is welcoming to a diverse range of customers

· Gather feedback from customers on the food quality and presentation, as well as other aspects of the café, and communicate with the team about how to keep high standards
6. Catering and events

· Maintain a seasonal catering menu planned in conjunction with the cafe menu to maximise efficient use of time and ingredients

· Respond to catering requests in a timely manner, organising stock orders, sessional chef work and delivery arrangements as appropriate
· Ensure adequate supply of food and baked items for the café’s events and outreach activities
7. Stock ordering and control
· Order stock in accordance with sourcing policy, coordinating orders with other purchasers and managing stock delivery and invoice checking
· Operate a stock control system and ensure all kitchen users are complying with the system so that stock is available and not wasted
· Liaise with Organiclea’s box scheme coordinator to identify produce available and order additional produce if necessary

· Liaise with external suppliers to agree price and quantity of items supplied, and to ensure food hygiene standards and sourcing policy adhered to

· Record and cost fresh produce used 

· Maintain a system to monitor stock of drinks, café ingredients, snacks and sundry items, and to test sales of new snacks or other non-food products in the café, in line with sourcing policy

· Monitor plate waste and record feedback on portion size and popular/unpopular items

8. Café operation and ambience

· Organise the café’s operating systems, including induction and supervision of volunteers, cashing up and daily sales records, customer feedback records and all other procedures required 

· Create a welcoming and friendly atmosphere in the cafe

· Organise changing wall and window displays (includes use of the outside street corner space), including produce displays and information material about the café and broader food/environmental issues

9. Events, activities and education

· Plan and organise a programme of events and activities which are financially sustainable and bring new people to the Hornbeam

· Develop new community group partnerships to establish new activities in the café including workshops, training or educational programmes

· Ensure environmental and nutritional information is on display and available in the cafe 

10. Publicity and marketing

· Develop a marketing strategy for the café and the catering operation, taking into account opportunities for joint publicity with other aspects of the Hornbeam Centre and Organiclea’s work

· Plan and carry out publicity work including online, door to door, and outreach activities

· Organise the production of relevant promotional materials

· Contribute to the upkeep of the café’s website presence
11. Cleaning and maintenance

· Maintain a clean and tidy kitchen and café space, including management of recycling and composting bins and laundry

· Participate in the operation of a cleaning schedule for the kitchen and café (and other building space in liaison with the Hornbeam development worker) including daily, weekly cleaning and monthly/quarterly deep cleaning

· Report building maintenance issues to the relevant Hornbeam worker, and help to support repair/maintenance tasks where relevant volunteer skills and capacity allow.
· Organise servicing for equipment as relevant and ensure all maintenance guidance & operating procedures are adhered to and manuals/documentation is maintained in a secure place

· Seek future maintenance contracts where appropriate

12. Food hygiene, health and safety, licensing regulations

· Operate according to the café’s health and hygiene system and ensure all volunteers are trained in and observing its procedures

· Contribute to regular review of the systems set up to ensure they are working effectively and that they conform with legal requirements
· Comply with the Hornbeam’s health and safety policy and contribute to its annual review

· Act as personal licence holder in conjunction with the Hornbeam’s premises licence, carrying out procedures required to comply with licensing regulations 

13. Finance and funding
· Ensure the Café operates within budget (improving Gross Profit and labour costs to desired levels) 

· Ensure that procedures for financial control are appropriate, effective and are thoroughly maintained through the use of appropriate costing methods, i.e. standard costed recipes, unit prices and effective stock control system
· Liaise with Organiclea’s finance worker to provide information required for monitoring of income and expenditure, forecasts and financial reports.

· Comply with all financial security procedures

· Contribute to fundraising for the café and catering operation

14. Other responsibilities

· Report to the Organiclea cooperative on all aspects of the café/catering work, participating in cross-project strategy groups as appropriate.

· Liaise with the Hornbeam development worker as appropriate over opening times and use of the building, maintenance and cleaning issues, and marketing/publicity

· Respond to enquiries about the café and events, and participate in systems to deal with other enquiries (in person, by telephone or email) about the Hornbeam Centre 

· Keep a record of hours worked and days taken as holiday or sick leave.

· Help to ensure that the café engages positively with other parts of the Hornbeam and Organiclea
