Job Role                             Catering Supervisor
Location

          Cransley Hospice Coffee Shop, Kettering
Responsible to                 Coffee Shop Manager
Salary
£7.94 per hour 
Hours            
8.40am – 4.00 pm every Saturday with the                   opportunity to work additional hours to cover holidays

Cransley Hospice Trust has a vital place at the heart of the community helping people to be as comfortable as they can during the final stages of their life and supporting their families at this difficult time. We provide specialist palliative care services for people diagnosed with terminal cancer and other life-limiting illnesses throughout north Northamptonshire. Our purpose built nine bed adult in-patient unit in Kettering admits over 250 patients a year on short stays or for end-of-life care. Our team of specialist doctors, nurses and therapists focus on helping patients to enjoy the best quality of life possible - controlling their pain and other symptoms, offering emotional and practical support, providing suitable treatments and therapies and, when the time comes, providing the best care to ensure a comfortable and dignified death.  We also do all that we can to support a patient’s family during their loved-one’s illness and in their bereavement.
The role

We are looking for a catering supervisor to work every Saturday and to cover management and staff absence as and when required.  
Could you use your customer service, interpersonal skills and self-motivation to work in our coffee shop?

You will help to support and deliver the growth in income from our coffee shop that enables us to continue to support end of life care. You will be experienced in giving a high level of service to customers and be able to work with and supervise volunteers.
Key responsibilities of the role:
· Opening and closing the shop
· Offering a warm and professional welcome to our coffee shop customers

· The management of volunteers

· Setting up and clearing away equipment. Ensuring all food items are set out, maintained and stored in accordance with food hygiene regulations.
· Preparing and cooking food 
· Maintaining a high standard of cleanliness and safety in all areas 
· Raising orders with suppliers, moving, handling and storage of stock
· Setting up the cash till and cashing up at the close of business. Banking monies in accordance with agreed policy
· Ensure rubbish and food waste is disposed of appropriately.
· Awareness of Health and Safety and Trading Standards legislation in relation to the coffee shop

· Attending training as appropriate to the post.
Staff and volunteers play a key role in ensuring that our coffee shop is a friendly and welcoming environment. 
We recognise that our coffee shop fulfils an important role in the local community, so we continually strive to deliver a high level of service.
Additional Responsibilities

· To carry out any other duties as requested by the Coffee Shop Manager or Director of Income Generation and Marketing
· There is a requirement to comply with all of the Hospice policies, procedures and guidelines, including those relating to Health and Safety, Confidentiality and the Data Protection Act

Additional Information

· This job description set out the key tasks and responsibilities and is not intended to be comprehensive. It is essential that it is regarded with a degree of flexibility to meet the changing needs of the organisation and general business need.

CRANSLEY HOSPICE

CATERING SUPERVISOR (Coffee shop) 

PERSON SPECIFICATION

	ESSENTIAL


	DESIRABLE
	ASSESSED BY

	Good educational background
	
	Application



	Catering experience
	
	Application/Interview

	Supervisory experience
	
	Application/Interview


	Good interpersonal skills, with the ability to communicate with a diverse range of people


	
	Interview

	Good administrative and organisational skills with the ability to handle money, keep records and organise work
	
	Interview

	Ability to work as part of a team
	
	Interview

	
	Knowledge of product pricing
	Application

	Flexibility to meet shop’s requirements
	
	Application/Interview

	Strong motivation to work as part of the Cransley Hospice team
	
	Interview

	Ability to manage volunteers
	
	Interview

	Numerate
	
	Interview

	
	Experience of working in a charity shop setting
	Application and interview

	Awareness of trading legislation and health & safety issues
	
	Interview
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