Claremont First Step Community Centre


JOB DESCRIPTON

TITLE:

Community Centre Cook
LOCATION:
Claremont First Step Community Centre

PURPOSE AND OBJECTIVES:

This is a challenging role, which may grow and develop over time. There may be additional duties and responsibilities which will be added to the job description if they become a regular part of the job.

· To operate a community café within the Claremont Centre

· To cook and prepare meals and drinks for sale to the public

· To provide a facility which fits within the ethos of the centre

· To work alongside the Project Manager in creating the design and theme of the café

· To supervise volunteers and trainees

· To provide meals to club members within the Centre

ACCOUNTABLE TO:
Project Manager

RELATIONSHIPS:

1. Customers of the café.

2. All users of the Centre.

3. Workers within the Centre

MAIN TASKS:

1. To operate a community café within the Claremont Centre 
2. To design a menu which will be both appropriate to the needs of the café users and will also maximise on the café’s profit potential. To cook and prepare meals and drinks for sale to the public.
3. To work alongside the project manager to provide a facility which fits within the ethos of the centre through its feel, structure, and management.
4. To assist and support volunteers and trainees in the café.

5. To establish and maintain positive relationships with all Centre users and customers, including casual visitors.

6. To receive from the Administrator details of all activities taking place in the Centre to assist in ensuring that the needs of the users of the Centre are met in full.

7. To have responsibility for cash handling. 

8. To manage stock control.

9. To cook and provide meals to members of the Centre during lunch clubs and social activity days

ADDITIONAL DUTIES:

It is the nature of the work that tasks and responsibilities are in many circumstances unpredictable and varied. All staff are therefore expected to work in a flexible way when the occasion arises that tasks that are not specifically covered in the job description must be undertaken. These additional duties will normally be compatible with the regular type of work. If the additional task or responsibility becomes a regular part of the workers job, it will be included on the job description in consultation with the member of staff. 

HEALTH AND SAFETY:

To be familiar with and comply with the Centre’s policy on health and safety at work (as set out in the general memorandum Health and Safety at Work etc Act 1974); and to bring these to the notice Project Manager. In the event of any immediate danger, to take appropriate action to reduce the risk of physical danger to either Centre users or staff.

CONFIDENTIALITY:

Acknowledging the need for sharing of information between professional colleagues, the worker is required to maintain strict confidentiality of information conveyed to them by service users or by external professional colleges. Breach of information by a member of staff could result in disciplinary procedures being instituted.

ECONOMIC CONDITIONS:

Rate of Pay:

£14,820 per annum


Hours of work:

30 (flexible with overtime) 

Length of contract:
12-month contract. This may be extended if further funding is available.

Holiday entitlement:
25 working days plus public holidays (pro rata)

Notice period:

1 month (either side)

Superannuation:
This post is not superannuable.

Probationary period:
3 months
Retirement age:
Normal retirement age applies, but could be extended by mutual consent

