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JOB DESCRIPTION

Community Café Manager

Employer: 

Craigsfarm Community Development Project Ltd
Accountability: 
The Community Café Manager will be managed by the Hub 




Manager 
Workplace:  

Craigsfarm Community Hub, Craigshill, Livingston EH54 5BP
Salary: 

£29,250 (pro-rata) 
Working Hours:
28-35- Hours are social hours  Monday to Friday
Annual Leave: 
25 days plus 10 public holidays

Disclosure: 

PVG membership required

_________________________________________________________________________

Craigsfarm Context

Craigsfarm is a community organisation led by local people that work together to deliver services to the community. We are looking for a values-led individual with suitable food and cooking skills and experience to join us to lead the development and delivery of the Community Cafe. You’ll have an understanding of how to make the cafe a place for local people from a wide range of ages, abilities and background not just to eat but to come together to improve their lives and help tackle food and health inequalities, loneliness & isolation. You’ll be good at building relationships and building community through food. You’ll know how to construct a basic menu which is about more than food and be able to support a variety of activities within the running of the café including supporting volunteers with learning needs. You’ll know how to manage change and look ahead as well as deal with the here and now.
Craigsfarm adopts a place-based approach, we collaborate to develop services that are led by and grow in response to local need. We promote a culture of engagement and empowerment that focuses on the skills and experience within our community. Our aim is to tackle poverty and inequality by listening to and then taking action with local people to regenerate our community.  
As a Cafe Supervisor, you will use your skills to maintain a high standard of quality work. In return, you will have the chance to progress your career with a company that invests in its people, celebrates individuality, and rewards and recognises employees who go beyond the plate.
Purpose of Job
to manage all aspects of the community café within Craigsfarm.  To develop 


and support volunteers with special needs through training and supervision. 
To establish collaborative relationships with other agencies that increase better health outcomes for the local people and communities
Hours of Work        8.30am – 2.30pm 5 days a week 
__________________________________________________________________________              
Leadership

· Be an effective team player as a member of the Craigsfarm organisation
· Build and sustain positive relationships with identified key local partners and act as a champion for Craigsfarm.
· Lead on the operational management of Craigsfarm’s Hub Cafe.
Key Responsibilities
· To manage the continuous smooth running of the Community café including drawing up volunteer rotas.
· To agree budgets and menu options with Hub Manager and Board member

· To have a hands-on roll in planning, preparing and cooking menu items ensuring a basic menu of café food is available throughout the week incorporating fresh and healthy options.
· To manage the Community Cafe volunteer team including recruiting, training and supporting café volunteers ensuring an appropriate skill mix.
· To ensure all necessary food and ancillary supplies are available as needed and purchased at best value through online ordering, arranging regular deliveries and direct shopping.
· To ensure recording systems for all financial aspects of the café operation are followed at all times.
· Taking responsibility for Health and Safety in the kitchen/Café and instilling good work practices in all staff, volunteers and trainees.
· Work collaboratively with other agencies to support existing health initiatives and develop additional initiatives focused on improving community health, wellbeing and employability with a view to increasing food initiatives and café footfall.

· To contribute to the development of the Café becoming self-sustaining both operationally and through wider research.

Volunteers

· Supervise volunteers to deliver a daily community café service.
· Generate appropriate volunteering role descriptions based on emerging needs of Craigsfarm and ensure that we operate best in class volunteer management practices

· Be first point of contact for all volunteers within the community café team.
· Support the recruitment, selection, training and development of volunteers.
Communications

· Work with other colleagues to keep the website up to date and relevant to audiences

· Proactively use social media to generate public engagement for Craigsfarm’s Community Café.
All Posts

· To contribute to the development of a professional working and learning environment in the organisation
· To contribute to the organisations understanding of equalities and diversity and its implications for the community and to ensure this understanding informs all of the organisations activities

· To ensure adherence to the organisations policies and procedures with particular reference to safeguarding/child protection, equality, diversity and health and safety

· To work in a  flexible manner in line with the organisations social and corporate objectives and to be willing to undertake other duties as reasonably expected
	Skills, Abilities and Experience
	

	Experience of running a food-led operation
	Essential

	Qualification in related field eg Food/Nutrition/Health/Community Development or relevant experience
	Essential

	Elementary certificate in food hygiene or willingness to attend training
	Essential

	Knowledge of Food Standards Agency food safety system
	Essential

	Ability to work under pressure and demonstrate initiative
	Essential

	Ability to prepare and cook simple, well-balanced meals and baking
	Essential

	Ability to demonstrate leadership and delegate tasks as appropriate
	Essential

	Ability to support, motivate and inspire mixed ability volunteer team
	Essential

	Good planning, time-management and organisational skills
	Essential

	Experience of developing, delivering and participating in community based projects
	Desirable

	Experience of volunteer management and development
	Desirable


	Qualities
	

	Punctual, reliable and trustworthy
	Essential

	A flexible and responsible approach to work
	Essential

	A good sense of humour
	Essential 

	Compassionate and Inclusive
	Essential

	Committed to those who face disadvantage
	Essential


Terms and Conditions
Employer: Craigsfarm Community Development Project Ltd
Accountability: Craigsfram’s Board of Trustees 

Line Manager: Manager
Workplace:  Craigsfarm Community Hub, Craigshill, Livingston
Working Hours: 30 hours per week 

Annual Leave: 25 days plus 10 public holidays pro rata

Salary: Starting salary of £15 per hour. 
Pension: Auto-enrolment into Qualifying Workplace Pension Scheme – current contributions are 5% employer and a minimum 3% for employee.

Disclosure: PVG membership required 
Application Deadline and Interview Dates  

Closing date:  Wednesday ???? April 2024 by 12 midday
Interview date: Wednesday ??? April 2025
Craigsfarm can only accept applications sent via email and all successful candidates will be contacted by email and invited to attend for interview
