Friends of Dundonald Castle SCIO	
Job Description: 
				
	Job title 
 
	Café Manager 

	1.  Café Operations 
	· Oversee the day-to-day management and development of the Community Hub/Visitor Centre café.
· Ensure an excellent experience for visitors, community groups, volunteers and stakeholders. 
· Maintain a welcoming, inclusive, accessible 
and well-presented environment throughout.
· Develop and review menus, ensuring quality, affordability and the promotion of local suppliers and produce wherever possible. 
· Ensure compliance with all current guidance.
· Respond to enquiries from community members, visitors, volunteers, suppliers and partners. 


	2. Team Management and Development  of Café Staff and Volunteers
 
 
 
	· Lead and manage café employees and volunteers.
· Promote staff and volunteer engagement, wellbeing, recognition and retention.


	3. Community Engagement 
 
 
	· Maintain positive relationships with community groups and local organisations.
· Support the development of new projects and initiatives aligned with community needs.
· Support the planning, delivery and evaluation of community activities and events.


	 4. Procurement and Resource Management 
	· Ensure a consistent supply chain for café supplies
· Prioritise local suppliers and support the local economy wherever possible.
· Promote value for money and prudent 
financial management. 
· Champion sustainable procurement practices, including waste reduction, reuse, recycling and environmentally responsible purchasing. 
· Work alongside the CEO and Treasurer to review and improve procurement systems and procedures	

	5. Organisational Development
	· Identify opportunities to improve systems within the Hub Café.
· Support the achievement of environmental sustainability objectives.
· Attend relevant meetings as required.

	6. Other 
	· Comply with organisational policies and procedures, including health and safety, 
equality and safeguarding requirements. 
· Act as an ambassador for the organisation and it’s charitable objectives. 
· Undertake any other duties appropriate to the role as reasonably required by the CEO and Trustees.



	Essential Requirements
	· SCQF Level 7 desirable 
· Significant previous experience of working in an operational role in the hospitality industry
· Excellent customer service skills
· Excellent interpersonal and written/verbal communications
· The ability to manage a team 
· The ability to multi-task and manage numerous tasks consecutively 
· The ability to manage budgets and targets
· The ability to lead on compliance in all areas of Cafe management


	Reporting to
	Chief Executive Officer
Trustees
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