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Would you like to be the Assistant Manager in our cafe?
Please have a read through the following information and the Job Description and Person Specification.  Think about if joining our great team is right for you. 
About us
Watford Mencap is a charity, we are one of the largest Mencap societies in the UK with a long-established history of providing high quality social care services to people with learning disabilities and their families in South West Herts. 

We have worked hard in the last 5 years to make our services efficient as well as really focused on the person. We have a strong business model that is sustainable and diverse. Our work has expanded and we are trying new things and ideas across the entire organisation, whilst keeping everything we do about meeting the diverse needs of the people we support, people with learning disabilities and their families, here in South West Herts. We currently employ 120 staff, have over 140 volunteers and provide support and services to over 500 people.

This is an exciting time to be joining the organisation and you will play an important role in working collaboratively, with the people we support, their families and friends to find new ways of working, to meet people’s personal needs and wishes. Working in the cafe is both varied and rewarding, and offers you the opportunity to be part of a new model within social care.

As an employer, we have accreditation to Investors in People and provide employees with access to a full range of professional and personal development opportunities. This includes induction and training programmes, recognised qualifications, regular supervisions and annual appraisal, as well as coaching and mentoring, we value our workers and have a range of staff benefits as well as a competive salary, to make it work in the long term.
Family members and partner organisations are hugely supportive and involved in these innovative services and will actively work in alongside you sharing knowledge and information to assist you in your role.

We offer excellent terms and conditions of employment. 

OUR VALUES

We are INCLUSIVE. People with learning disabilities are at the heart of everything we do.

We are RESPECTFUL. We work in a person centred way, whilst listening to the views of all.

We are WELCOMING. We are approachable and value all.

We are PROGRESSIVE. We promote learning to support everyone to achieve their potential.

We are CHALLENGING. Through our work we will push the boundaries for individuals, organisations and society.
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The café is part of our Learning and Leisure department within the organisation, facilitating and supporting a range of opportunities for all, encouraging people to move towards independence.  

This may be through social, leisure or educational activities as well as offering a comprehensive advice service. The Department is also responsible for ensuring the participation of people with learning disabilities at all levels of the organisation. 

We have an opportunity to take over the running of a community café that will be sited in Watford Central Library. We will employ a small experienced staff team to run the café and they will be supplemented by volunteers and trainees. This will provide a valuable resource for the local community as well as a training opportunity to help trainees and volunteers learn new skills and gain the required confidence to enable them to move onto other volunteering opportunities and paid employment.   

The library has a monthly footfall of over 20,000 people- this will provide the core of our café customers but we also aim to attract additional trade from the local residential and commercial properties. We aim to offer a comfortable, friendly and informative café and will target a broad range of customers including young people, families and older people, as well the diverse local cultural community with our marketing and social media. 
Café Assistant Manager
Core Duties and Responsibilities:

No two days will be the same.  You will enjoy lots of variety and support people in the following ways:

1. Support the Café Manager with the efficient, effective and professional running of The Café in the Library. Ensuring the café offers a welcoming environment maintaining excellent customer service during agreed opening hours. 
2. Support the manager with day and volunteering opportunities developing a programme of learning and training for people with learning disabilities in the café. Work with external agencies such as the local college to support trainees to obtain recognised qualifications. Maintaining records and learning plans.
3. Support the manager with organising the staff team on a day to day basis and allocating daily duties, . holding daily meetings.  Working with the café manager to prepare and maintain a staff, volunteer and trainee rota.
4. Induct and mentor trainees on a day to day basis according to level of need identified and set objectives, identify any training needs and risk management,

5. Support the manager with identifying strategies to retain and attract new customers and increasing sales.

6. Support the manager with the promotion, partnership and networking with the local community.

7. Preparation and presentation of food and beverages.
8. Carry out stock checks, Ordeing stock, ensuring food waste is kept to a minimum, budget management
9. Setting the tone: monitoring of lighting, heating, music, café layout, set up and general front of house housekeeping. 

10. Ensure that set up and close down meets all Watford Mencap standards. Ensuring adherence to effective security procedures including opening, closing and cashing up and thebuiliding is left secure.
11. Cash handling, float management, daily income and till reconciliation. Maintaining strong and safe banking and payment systems, accurate sales reporting and reporting any discrepancies to the manager.

12. Support Trainees and Volunteers with the till and payment systems, implementing till and pricing updates with manager.
13. Understand and follow the health and safety and food hygiene guidance and procedures such as HACCP, Enviromental Health, Allergens. Ensure all checklist are completed daily. Keeping up to date with relavant changes in legislation regulation and good practice.
14. Support trainees and volunteers to understand, and follow the health and safety and food safety guidance and procedures. Ensuring presentation and uniform for work meets standards
15. Ensure high levels of cleanliness and hygiene are maintained at all times. Reporting any maintenance issues and repairs.
16. Identification of risks and ensuring appropriate action is taken to mitigate risk, creating a proactive, honest and achievement driven culture. 
17. Understand Watford Mencaps ethos and promote the Watford Mencap brand positively within the local community, breaking down barriers and increasing understanding of learning disability.
18. Follow policies and procedures and ensure all activities are carried out adhering to agreed ways of working and best practice. Maintain Watford Mencap’s attitude and approach. To actively promote and work within Watford Mencap’s equal opportunities and diversity policy

19. To be an emergency point of contact for the service, deputising and covering for the café manager as required to maintain the day to day running of the café.
20. To undertake such additional duties as required.
The following information tells you about the values, qualities and abilities we are looking for, please explain in your application form your suitability for the post.
Core Person Specification:

Café Assistant Manager
INCLUSIVE
· Have a good understanding of Watford Mencaps Values enabling a valued service. Working together, treating everyone equally and fairly and delivering a person centered service. Being adaptable and have the ability to work in all areas of the café.
RESPECTFUL
· Work with the Trainees to gain skills necessary to be able to achieve their best possible outcomes. Support people in an individualised way that respects choice, dignity, respect and privacy whilst maintaining professional bounderies.
· Form and maintain effective professional working relationships with people being supported, supporting trainees to meet with assessors, supporting and training volunteers and trainees to gain skills in running a café, being able to liaise with family members, colleagues, partner organisations and other external agencies
· Being adaptable and flexible, using your own initiative when responding to changes in the workplace and as needed to manage rota. Support colleagues/trainees when adapting to changes in work practice and acknowledging the uniqueness of each person with a learning disability. 
The service is a 7 day service working on a rota basis which includes weekend working. 

· Build an open, engaging and fun working environment whilst maintaining a professional approach. Have the ability to manage sensitive information appropriately and support trainees and volunteers to follow best practice. Maintain confidentiality and pass on any information which may need to be flagged up to the Manager.
· Engage with the general public in a respectful and professional manner and support customers with any problems which may arise. Be a role model supporting trainees and volunteers working towards good hospitality.
WELCOMING
· You are warm, welcoming and can communicate effectively and sensitively with different people in a person centered way. Such as adapting various pictorial or visual systems. You are able to remain calm under pressure in a busy café environment.
PROGRESSIVE
· You are keen to learn new things and develop your knowledge in whatever way helps people with a learning disability and the successful running of the café. Be able to identify learning opportunities for others and support others to access training such as completing on-line e learning or accessing practical training at other location. Management will offer supervision and asssit in identifying training and developmental opportunities. 
CHALLENGING
· You will have a good understanding of the barriers to independence faced by people with a learning disability and will have the ability to challenge where needed. We want to change attitudes and barriers adults with learning disabilities face and as a service we promote inclusivity, provide equal opportunities and through the café will enable adults with learning disabilities learn skills around hospitality and retail working towards qualifications, and employment.  
Other requirements
· Experience of food and beverage preparation and service within a catering environment. 
· You have knowledge of basic health and safety within a catering environment and ideally have or be willing to gain a basic First Aid Certificate and level 2 Food Hygiene Certificate as soon as practicable
· You are confident to deputise and work on your own initiative in the absence of the manager
· Be prepared to work flexibly. This is currently a 5 day service but will be moving to 7 days and we work on a rota basis to ensure cover.
· You have IT skills and can use a computer to access e learning and deal with Word documents and forms
· You have literacy and numeracy skills for completing forms, recording handovers, managing finances etc
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