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Café and Shop Coordinator: Job Description and Person Specification

Job Description

Job Title Café and Shop Coordinator
Salary
£19,000 FTE for three years, and a guaranteed average of 16 hours/week (potentially 4 hours per day) as these are the hours funded by The National Lottery Community Fund for three years. This amounts to total pre-tax pay of £10,133/year. However, we are hoping to raise funds to increase these hours, and to extend employment indefinitely. The possibility of more hours and more secure employment will also be increased if the postholder is able to boost the profitability of the café and plant sales ventures.
Holiday entitlement

30 days per year, pro rata, including Scottish Bank Holidays. (Holiday year runs from start date.)
Notice period 

One calendar month's notice by either party.

Contracted hours of work

Sixteen hours per week on average for three years (see above for information re possible changes). Flexible start/finish times. May occasionally need to work unusual hours to meet the requirements of the post. No overtime payments but time off will be offered in lieu. The postholder may be offered freelance work over and above contracted hours, at a rate to be negotiated, but this is not guaranteed.
Disciplinary and grievance procedures

In accordance with ACAS Codes of Practice and within EU & UK regulations
Reporting to

CEO of Leith Community Crops in Pots (LCCiP) and the LCCiP Board
Location

The job will initially be located on Leith Community Croft, in the ‘Hingabootery’ pop-up café on this site and in LCCiP’s office on Queen Charlotte Street, but it may shift to other sites or the refurbished pavilion building, depending on the project’s progress. The postholder may also be expected to use our mobile bike-based ‘Cookabootery’ on occasion elsewhere in Leith. Occasional wider travel may be required for training purposes or to represent the organisation at events.
Introduction
Leith Community Crops in Pots
Candidates are referred to the document titled ‘Overview of Leith Community Crops in Pots and its Projects’. (They should request this if they do not receive it upon application.) Some information is also provided below.
The purposes of LCCiP, a Scottish Charitable Incorporated Organisation, can be summarised as to encourage and support the people and organisations of Leith to grow food vegetables, and flowers for pollinating insects, in urban spaces, in order to improve health and wellbeing, community cohesion and the environment. (The detailed purposes can be found under the heading ‘Object’ on the charity’s OSCR page: https://www.oscr.org.uk/about-charities/search-the-register/charity-details?number=SC044220.)
The charity runs Leith Community Croft (LCC), a community growing project with approximately 120 members, on a corner of Leith Links park, which it was appointed to manage, with and for the local community, by the City of Edinburgh Council.  LCCiP has worked with local schools, from nursery to secondary level, establishing growing projects and engaging pupils and parents with issues concerning food and its production. We strongly believe in nature play, and some staff have received Forest Schools training.

LCC is also the site of our tree nursery, our biodiversity area, our Hingabootery Café, our start-up farmers’ market and a dilapidated building which was originally a tennis pavilion. Thanks to recent assurance that we can have a 25-year-lease on the building, we have obtained Big Lottery Fund Medium Grant support to begin refurbishing it. Various aspects of this refurbishment, as well as the establishment of ancillary facilities, are the main focus of the advertised post, as explained below. We have already consulted extensively on the future of this building and, with BLF Community Assets Fund support, have drawn up a strategic plan (with the assistance of Community Enterprise Scotland) and architectural plans (with the help of team of specialists coordinated by lead architects Purcell).
LCCiP work has been funded in the past by a number of organisations, most notably by the Scottish Government’s Climate Challenge Fund (CCF), which is currently funding our Croft Carbon College project. This is an ambitious multi-faceted and multi-partner project led by LCCiP, and which offers accessible environmental and community-building education largely to adults, and which will soon also be running after-school and summer clubs for children. This project makes use of LCC facilities, and is expected to be a major user of the refurbished pavilion and/or the associated temporary outbuildings.
LCCiP also holds the purse strings of a Scottish Government-funded 21-school multi-partner project in Malawi, which it is attempting to guide in accordance with the principles of food sovereignty. Food sovereignty, and fostering responsible global citizenship, are central to LCCiP’s philosophy.
More information can be found on our websites, which candidates are advised to explore: https://leith-community-crops-in-pots.org/ and https://www.croftcarboncollege.org/about/.
Note especially our ambitions regarding the development of the ‘urban crofts’ concept, in which the refurbished pavilion will play a key role: https://leith-community-crops-in-pots.org/our-initiatives/urban-crofts/.
Summary of the job

With reference to the document titled ‘Overview of Leith Community Crops in Pots and its Projects’ (candidates should request this if they do not receive it upon application), the Café and Shop Coordinator’s job, over three years, is to develop a revenue stream from the café (in whatever form this takes) and through the sales of whole plants and plant products from the tree nursery and market garden areas of Leith Community Croft (and possibly elsewhere). The job will involve direct catering and retail work and also involve assisting with the recruitment and management of volunteers to help with the retail activities and liaising with/coordinating our gardeners to ensure a supply of saleable items. The work will be done in collaboration with the Nourishing Leith Project Officer. The job has potential for evolving/expanding.
Responsibilities

With reference to the document titled ‘Overview of Leith Community Crops in Pots and its Projects’, the Project Officer’s responsibilities are to:

· Work with the Nourishing Leith Project Officer to develop and run the Hingabootery pop-up café (or its successor) as well as a shop, which could operate through the Hingabootery and/or use other facilities. This will involve direct retail and catering work, as well as managerial work (see below). The shop and café would probably eventually move to the pavilion building once this is refurbished. Items to be sold would include vegetables from our market garden, vegetable seedlings and tree saplings, and other things such as lavender or edible bouquets.
· Coordinate/liaise with our gardeners, such as Tom Watson and Jaimie MacDonald (both mentioned in the ‘Overview’ document), and others, to ensure a supply of the above items.

· Assist the Project Officer with the recruitment and management, over three years, of ten volunteers to help with the café and fifteen to help with gardening.
· In collaboration with the Project Officer, maintain accurate records of all activities and sales and business transactions and monitor and measure progress (sales figures, customer satisfaction, etc.) This may include developing and utilising effective and efficient IT systems including databases, spreadsheets, and various electronic communication systems. If additional support or advice is needed for any of this work, these employees are expected to inform the CEO.

· Where necessary, assist the Project Officer, other employees and volunteers, in building collaborative relationships with organisations and individuals.
· Submit regular reports to the board, as requested by the CEO, in collaboration with the Project Officer.
· Assist members of the board and the Project Officer with publicity, events, social media communications and funding applications relating directly and indirectly to the wider ‘urban crofts’ project. The postholder is encouraged to suggest events and activities which will boost the profile of the ‘urban crofts’ project and the charity as a whole, the recruitment of volunteers and the financial viability of the organisation.

· Assist other employees and volunteers in maintaining supplies of stationery and equipment within budget, in a cost-effective manner and in accord with the environmental ethos of LCCiP.
Other duties
· Promoting the benefits of CCC’s (and L-CCIP's) activities.
· Responding to enquiries and complaints, or delegating this responsibility.
· Reviewing health and safety policies and ensuring they are observed.
· Arranging testing for electrical equipment and safety devices as required, or delegating this responsibility.
· With the advice and assistance of the board, and/or the Nourishing Leith Project Officer, ensuring that appropriate insurance is in place for the café, the shop and their activities.
· Other relevant duties as required, including helping with other LCCiP activities when there is an emergency or a shortage of staff/volunteers.
Note that while we have tried to cover the various things the postholder may have to do over the three years for which the position is funded/part-funded by the Big Lottery Fund Medium Grant, this position has potential for evolving/expanding, depending on what the postholder contributes to it.

Person Specification
Education
	Essential
	Desirable

	· Good standard of secondary school education including maths and English
· Educated to at least HNC level
	· Business, administration, retail, nutrition and/or environment-related degree/certificate


Experience
	Essential
	Desirable

	· Significant experience of working in agriculture, retail or catering
· Experience of collaborative working
· Experience of office administration
· Experience of managing volunteers or staff
· Experience of operating IT systems, Microsoft or Open Office suite of packages
· Experience of managing and working to budgets
· Experience of producing regular accessible reports
	· Experience of working for a community/voluntary organisation
· Experience of recruitment

· Experience of community/public engagement, representing an organisation, giving presentations and speaking in public
· Experience of organising events


Knowledge, Skills & Understanding
	Essential
	Desirable

	· Retail, catering and/or business management skills

· Ability to take the initiative on the one hand, and ask for assistance when needed on the other
· Ability to encourage, develop and support subordinates
· Delegation and dispute-handling skills
· Sensitivity and responsiveness to people’s emotional health while remaining mindful of the organisation’s overall objectives and wellbeing
· Ability to adapt quickly to new circumstances

· Organisational skills and the ability to work accurately to deadlines

· Good verbal and writing skills

· Ability to liaise and work well with other organisations, other staff, volunteers, trustees
· Ability to assimilate and summarise complex information and compile accurate reports and effective presentations
	· Knowledge of agriculture, food, environment or related issues such as climate change, social justice
· Knowledge of more than one language/culture


Personal Qualities
	Essential
	Desirable

	· Commitment to the ethos and aims of Leith Community Crops in Pots
· Commitment to maintaining professional standards of behaviour and communication at all times: respecting confidences and upholding the reputation of the charity
· Commitment to working within a team/membership organisation

· Commitment to Equal Opportunities and social inclusion
· Emotional resilience
· Willingness to take responsibility
· Willingness to reformulate plans when circumstances change
· Willingness to work outdoors the majority of the time
	· A positive attitude



