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Job Description

	Job Title:
	Catering Manager

	Department:
	Commercial

	Responsible to:
	Head of Commercial

	Pay Band:
	Senior Officer : £21,955-£26,136 (Dependent upon experience). 10% Pension.

	Hours:
	35 per week (Mon – Sun)

	Location:
	Wolseley Centre Café/Westport Lake Centre Cafe


	Background Information:

	Our mission statement is:

“Staffordshire Wildlife Trust protects and enhances the wildlife and wild places of Staffordshire and promotes understanding, enjoyment and involvement in the natural world.”

A registered charity established in 1969 we are one of 47 county Wildlife Trusts throughout the UK and are supported by over 15,000 members.

The Trust owns or manages 27 nature reserves covering an area of over 3,600 acres. Our 60 staff are based in six locations around the county including our Headquarters at Wolseley Bridge, Stafford, with our work divided up into five departments: Resources, Education, Conservation Delivery, Fundraising, Communication and Membership & CVLLP. The Trust has a diverse workforce including site wardens, wildlife surveyors, community and education officers, catering and administration staff.

The Trust currently runs two main centres, Westport Lake and the Wolseley Centre, with cafes, conferences and retail to a greater or lesser degree at both venues. The postholder will be responsible for the day to day running of the Wolseley Centre Café with an oversight to operations at Westport Lake Visitor Centre Café, both of which form part of the commercial operation of the Trust (Resources Department). 
The Wolseley Centre “Kingfisher” Café is a brand new venture, into which your input will be invaluable. It’s a busy established team at Westport Lake welcoming around 80,000 visitors every year. At our 80 cover Café we offer fresh, seasonal food for all of our visitors so we can continue to be locally loved. With your love of food and your appetite to provide an exceptional service to your customers you’ll work hands on to deliver delicious food prepared by the team. You'll use your creativity to develop delicious menus, and be constantly seeking and developing new income opportunities, working to achieve financial targets and increase margins by minimising waste and controlling costs and resources.

Through effective people management and leadership, you’ll motivate the team of staff and volunteers to strive for a culture of exceptional customer service and make it a great place to work. You’ll ensure everyone has the necessary training and is compliant with relevant legislation and internal processes including food hygiene and COSHH procedures.




	Job Purpose:

	 To take front of house control and accountability for operations at the new Wolseley Kingfisher Café and Line Management responsibility for Westport Lake Café, maximising the revenue capacity of both facilities. 

To ensure the Cafes are accessible and relevant to all users and high standards are adhered to throughout.


	Responsibilities:


	a) To deliver Sales targets and expenditure targets to maximise net profits. To initiate, lead and drive changes, improvements and developments in order to achieve targets.
b) To lead a team of chef, catering supervisors, assistants, sessional workers and volunteers in providing a high standard of food & beverage delivery, including line management duties, on the job training, completing and maintaining relevant personnel records and staffing rotas for the cafés (open Monday to Sunday, including most Bank Holidays).

c) Ensure all food safety, customer care and hygiene standards are adhered to and relevant checklists completed.  Ensure high standards of cleanliness are maintained within the Facility.
d) To ensure till reconciliation’s, financial paperwork, banking and ordering for the Cafes, are completed in line with Trust procedures.  

e) To ensure the sufficient purchase/order/delivery of all departmental supplies, in line with business demands, and control costs through correct storage, rotation and distribution of supplies

f) Ensure the centre complies with the Trust’s Health & Safety policy, especially in regards to COSHH, accident reporting, risk assessments and fire procedures.

g) To take complete control of managing the front of house aspects of the cafes, in line with Trust procedures to include displays, promotions, retail, washrooms and events resources. To be “hands on” in the Servery and Kitchen as required and form part of the operational team.
h) To liaise with all Trust staff based at the two Centres to maximise resources, facilities and partnership between departments.
 j)   Raise awareness of the work of Staffordshire Wildlife Trust and be an ambassador for the Charity.

k)     All staff should recognise the contribution that membership makes towards the running of the organisation. The postholder is therefore expected to understand the need for high standards of service to existing members and recognise their role in contributing towards ongoing membership recruitment.

l)     In order for the organisation to work effectively you may be required to assist with other areas of work and therefore you should be prepared to undertake other duties, appropriate to the post, as delegated by your line manager. 
m)     All staff are required to abide by organisational policies and procedures.
        The position is not office based and requires hands on involvement in the day to day running of the Café. The position does not involve regular evening work, although the occasional event may need this to be the case. The position does involve weekend and bank holidays provision as per rota. You may be required to assist with other areas of work and therefore you should be prepared to undertake other duties, appropriate to the post, as delegated by your line manager. 
All staff are expected to abide by the relevant organisational policies and procedures.



Person Specification
Job Title:       Catering Manager – Wolseley & Westport Cafes 
	Criteria
	Essential
	Desirable
	Assessment method *

	Qualifications

	First Aid Qualification
	
	(
	AF/QC

	Level 2 or 3 Food Hygiene & Safety Certificate
Qualified in food preparation and cooking to City & Guilds or NVQ L3 or equivalent 
	(
	
	AF/QC

	Experience

	Minimum of 2yrs Supervisory experience within a food & beverage retail outlet
	
	(
	AF/I

	Previous experience of managing budgets and completing financial paperwork. 
	(
	
	AF/I

	Previous experience of working to high food safety standards
	(
	
	AF/I

	Some experience of dealing with customer queries and complaints. Experience of delivering exceptional customer service 
	(
	
	AF/I

	Previous experience of successfully developing a fast paced, catering outlet to achieve performance targets 
	(
	
	AF/I

	Skills/knowledge

	Catering legislation to the level needed to run a café, including health & hygiene. 
	(
	
	AF/I

	A good working knowledge of Health & Safety compliance requirements including any qualifications
	(
	
	AF/QC

	Knowledge of Word, Excel & databases. IT literate
	(
	
	AF/I

	Strong team leader with the ability to motivate others and retain a high level of self-motivation 
	(
	
	AF/I

	The ability to work well under pressure 
	(
	
	AF/I

	A Systematic, methodical approach to work and the ability to prioritise
	(
	
	AF/I

	Good numeracy and literacy skills
	(
	
	AF/I

	Effective communication skills
	(
	
	AF/I

	Keen to develop new fundraising initiatives
	(
	
	

	Some knowledge of retail practices and procedures
	
	(
	AF/I

	Some knowledge of environmentally friendly working practices.
	
	(
	AF/I

	Abilities

	Weekend and Bank Holiday working will be required and therefore a flexible approach to working hours is essential.
	(
	
	AF/I

	The post will require attending occasional meetings at the Trust HQ in Rugeley and other travel within the County therefore the post holder needs a current driving licence.
	(
	
	AF/I

	 Job involves some manual handling such as 

- Moving and setting up event tables and chairs
	(
	
	AF/I

	Good verbal and written communication skills 
	
	(
	AF/I

	An inspirational leader. Self-motivated 
	
	(
	AF/I

	Creative and proactive and love seeking out new opportunities 
	
	(
	AF/I


* Assessment method:
· I = interview

· QC = qualification certificate

· AF = application form

· T = test or assessment

· P = presentation
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