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Dear
Enquirer
Thank you for requesting a job pack for the role of Café Manager at Brew Me Sunshine.
We are recruiting for this position to lead our social enterprise at our

Victoria Street site in Morecambe. Galloway’s has a long and very proud history of delivering services to blind and partially sighted people across

Lancashire and more recently in Sefton. You will join a committed and energised team focused on ensuring that our site in Morecambe continues to be a huge success and an asset to the community.

This will be a busy, demanding and hands on role that will require a ‘can do’ attitude by the successful applicant. Our café has built an outstanding reputation over the past three years and we want that to continue, both in the quality of service and the products we sell. It is essential that we recruit the right person with the right experience. 
This post is offered on a full time permanent basis. The role involves regular early mornings, evenings, weekend & bank holiday working according to the needs of the business.

If you have any questions about the organisation, the role or the application process then please do contact me on 01772 744148 or email me nicola.hanna@galloways.org.uk 
Please email your application to me on the above email address by 9am on Monday 20th January.
Thank you again for your interest in this role at Galloway’s and I look forward to receiving your application.
Yours faithfully
Nicola Hanna
Head of Income Generation and Communications
Job Description
Job Title


Café Manager 
Responsible to

Head of Income Generation & Communications
Responsible for
4 x Café Assistants and Volunteers
Salary
£19,000 - £21,000 dependent on experience (FTE)
Hours


37 hours per week 
Base
Brew Me Sunshine, Victoria Street, Morecambe LA4 4AH
Overall Purpose of Job
Brew Me Sunshine was established in 2017 by Galloway’s to bring sight loss into the heart of the Morecambe community. It exists as a social enterprise with all profits going back to support the fantastic work of Galloway’s.
The Café Manager will be expected to efficiently manage the Café team and the environment to ensure that it is viewed as an asset to the charity and that staff feel proud, valued and part of a team making a difference for Galloway’s. We expect the post holder to lead by example and provide customers with a special café experience that differentiates us from the rest.
Specific Responsibilities
1. To manage the Brew Me Sunshine team in:

a. Direction & support

b. Communication & engagement

c. Quality & performance

d. Development & training

e. Recruitment & Selection

2. To deliver a consistently high quality customer experience.

3. To manage on a weekly basis the Cafe stock/rotas/holidays.

4. To ensure that all safe and legal practices are adhered to and that they are continually challenged.

5. To manage on a daily basis the department shrinkage and wastage

levels.

6. To manage external suppliers to ensure consistency, high quality products and value for money

7. To be responsible for annual budgeting and the ongoing review and management of income and expenditure.

8. To manage on a daily basis the Cafes availability.

9. To ensure excellent communication between front and back of

house.

10. To manage the room hire and facilitate meetings as required.

11. To manage an ongoing events calendar and be instrumental in the development of new events.

12. To support Galloway’s to maximise opportunities and be an agent for change, leading from the front and ensuring that changes within the

business are understood, bought into and delivered.

13. To demonstrate and role model the core values of Galloway’s.

When carrying out all the above responsibilities you will be expected to

identify and implement solutions which are good value, balancing financial, environmental and social considerations in accordance with

the ethos of the charity.

Other
· Ensure adherence to relevant charity legislation - training can be provided where necessary.

· To support volunteers to ensure that they adhere to Galloway’s best practice and policies.
· Through regular formal meetings and appraisal meetings with the Head of Income Generation and Communications, take responsibility for own performance and personal development.
· To work in accordance with the values and culture of the organisation at all times.
· Willingness and ability to travel within the area and to our other sites in Chorley, Southport and Morecambe. 
· Ability to work evenings and weekends as required.
· Support the wider Income Generation Team on large events as required.
· Any other duties as required by the line manager.
Performance Management

To actively participate in the organisation’s performance management processes including appraisal and induction.

Training and development

To undertake training and development activities as agreed with the Head of Income Generation and Communications.
Quality and User Participation

To work to service level agreements, organisational standards and external quality standards. To implement, monitor and review quality standards to ensure continuous improvement.

Health and Safety

Ensure that all work is undertaken in accordance with health and safety legislation rules and regulations.  To follow procedures and be aware of matters that relate to the duties of the post.  
Use of Resource 

Ensure value for money and best use of resources in all activities related to the post.

Galloway’s values and Equal Opportunity

To support Galloway’s core values and carry out all responsibilities with due regard to Galloway’s Equal Opportunities Policy and procedures.  

Other duties

This job description is not an exhaustive list. The post holder may be required to undertake other duties as directed by the Fundraising and Communications Manager.
Person Specification

Experience and Qualifications
	Essential
	Assessment method

	Basic Food Hygiene Cert or Equivalent 
	Application & interview

	Have worked in a food retail environment/similar role
	Application & interview

	Experience of leading a team
	Application & interview

	Health and Safety Certificate or equivalent
	Application & interview

	Desirable
	

	Previous experience of working with volunteers and/or within

a third sector environment 
	Application

	GCSE Maths & English Grades A-C or equivalent  
	Application 


Knowledge and Understanding
	Essential
	Assessment method

	Knowledge of policies and procedures applicable to retail management and specifically to the management of a cafe
	Application & interview

	Knowledge of Food Retail   
	Application & interview

	Ability to use IT to achieve tasks and self-administrate
	Application & interview

	Desirable
	

	Knowledge of Galloway’s – our values and aims
	Application & interview


Skills and Abilities

	Essential
	Assessment method

	Ability to serve customers in a friendly, polite and approachable manner
	Application & interview

	Ability to work well as part of a team and support 

colleagues across different teams
	Interview

	Desirable
	

	Ability to constructively challenge and bring 
improvements
	Interview

	Ability to think creatively to identify opportunities and then put these into action


	Interview 

	Project management skills with the ability to 

manage a varied workload, prioritising clashing demands 

and tight deadlines 
	Application & Interview


Qualities and competencies

	Essential
	Assessment method

	Ability to manage self remotely and initiate tasks
	Application

	Self-motivated and positive attitude with the ability to work 
under pressure and prioritise in a busy environment. A 
creative and lateral thinker with a flexible attitude to 
changing priorities and environment.
	Interview

	Focused, ambitious and results driven, with a readiness to seize new opportunities and source new ideas
	Interview

	Ability to effectively work with service colleagues to maintain a positive partnership which will enable the charity to reach more blind and partially sighted people. 
	Interview


Working for Galloway’s
Job Title 
   
Café Manager
Location
Brew Me Sunshine, Victoria Street Morecambe
This post will be based at our Brew Me Sunshine, Victoria Street, Morecambe, PR1 0LS 
Salary


The salary for this post is £19,000 - £21,000 (FTE) per annum dependent on experience 
Hours of Work


Hours for the role are 37 per week worked over a 6 day week between Mon-Sat.
Benefits 

    Pension

Galloway’s has an auto enrolment pension scheme to which Galloway’s will match the employee contribution up to 2% for all eligible colleagues.

Holidays 


The holiday year runs from 1 April to 31 March. Full-time holiday entitlement is 32 days per year, including bank and public holidays. This increases to a maximum of 37 full time equivalent days per year, including bank and public holidays depending upon length of service.  

Compassionate Leave

Galloway’s will consider each request for leave on compassionate grounds on an individual basis. 

Probationary Period 

All new appointments are subject to a probationary period of 6 months.

Learning and Development


Galloway’s is committed to supporting the learning and development of all staff and volunteers to ensure we are able to achieve our operational and strategic objectives. As part of our development and support initiatives, we promote coaching, mentoring and job shadowing.

Equal Opportunities 

Galloway’s is committed to supporting diversity and working towards equal opportunities for all, in all aspects of its work. 

Smoking Policy


Galloway’s has a non-smoking policy throughout the organisation.

Information for Candidates

Information required from your application

Galloway’s provides an application form; therefore, we will only accept CVs if they accompany a completed application form. The following specific points are aimed at providing guidance for the information required on your application. 

· If there are any gaps in your employment, please include details of these in your application or supporting letter.  

· If we do not receive your application form by the closing date, we will be unable to process your application further.

Job Description and Person Specification  

A Job Description and Person Specification are enclosed which detail the main responsibilities and duties required. As part of your application please provide a ‘Supporting Statement’. This should describe how your skills, knowledge, experience and qualities match those described within the person specification. The Person Specification highlights which requirements will be used to shortlist candidates through your application and those which will be assessed by other methods such as by interview or tests.

Within your ‘Supporting Statement’ you need to give examples of how you meet the requirements which you will be shortlisted against. If you have gained the necessary skills and experience in a voluntary capacity you should include details of this in your supporting statement. 
People with a Disability     

We aim to provide information to candidates in the right format for them. If you have not received information in the right format for your needs, please let us know. Candidates selected for interview should inform us of any special needs they may have in relation to the interview as soon as possible.  

Interview and Selection 

Interviews are normally carried out by a panel and verbal feedback will be provided to candidates selected for interview. 

If you are selected for interview you will be notified within two weeks of the closing date.  If you have not heard within 3 weeks, you should assume you have not been successful in your application. As a non-profit making organisation, and in order to keep our administrative costs low, we are unable to confirm receipt of your application.

References 

You should provide details of references from your current or most recent employer and the referee should be either your line manager or the personnel department. References will be taken for the previous three year’s employment and details should be provided for this period. 

Declaration

For this post Galloway’s will seek clearance from the Disclosure and Disbarring Service.

Data Protection

Information provided by candidates as part of their application will be held for the purposes of this recruitment only and will then be destroyed.  Information provided by the appointed candidate will be retained in relation to their employment contract. 

Equal Opportunities Policy

Introduction

Galloway’s recognises that discrimination and inequality are still widespread in society as a whole.  We are therefore working to achieve Equal Opportunities for all staff irrespective of disability, ethnic origin, gender, marital status, age, sexual orientation, religious belief or ideology.  This applies to employment, to our service provision and to our relationships with external organisations.

Galloway's policy on Equal Opportunities applies to all Trustees, all employees and trainees, volunteers, receivers of our services, organisations that we work with and those who act on our behalf.

Aims of our Policy

To demonstrate the commitment of Galloway’s in being a fair and reasonable employer and service provider.

To ensure that the individual potential of all employees is recognised and that their talents and resources are utilised to the full.  Furthermore that no individual employee or group of employees receives less favourable treatment in relation to employment or access to resources.

To ensure that all our staff promote equality in the workplace and in the services we deliver.

Commitment

Galloway’s will:

 Recognise and comply with its legal obligations under the Race Relations Act, the Sex Discrimination Act, the Disability Discrimination Act and any other statutes in force

 Fulfil its social responsibilities towards employees, potential employees and the communities in which we operate.

 Review all policies, procedures and practices, relating to all aspects of employment, to ensure that they reflect Galloway's commitment to equal opportunities, amending and updating them where appropriate.  

 Ensure that all customers, clients and people who use our services are treated fairly and equitably and receive the services appropriate to their needs.

 Recognise and embrace the benefits of diversity throughout the organization including the protected characteristics of Equalities Act 2010: Age, Disability, Gender reassignment, Marriage and civil partnership, Pregnancy and maternity, Race, Religion or belief, Sex, Sexual orientation
Responsibility

All employees have a responsibility for implementing the Equal Opportunities policy in all aspects of their work and for promoting good and non-discriminatory practices.  The Chief Executive has overall responsibility for implementation of equal opportunities and good practice.
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