
 

       Job Description: Café Co-ordinator 
Job Title Café Co-ordinator 

 
 
Hours 

 
13 per week on weekends,  
usually worked 10am - 5pm Saturdays and 11am - 6pm Sundays 
Some flexibility regarding hours will be given and expected in return! 

 
Contract 

 
6 month contract after which the post will be re-assessed with a view to a permanent 
contract, review at 3 months 

 
Notice period 

 
1 calendar month (minimum). 
 

 
Salary and benefits 

 
£15795 pro rata (£5475.60 per anum) 
(£8.10 per hour) 
Going up to the National Living Wage of £8.25 from June 2016 
Meals and drinks provided on shift & a 25% staff discount card. 
‘Perkbox’ Employee perks scheme giving discounts and offers at a number of outlets 
 

 
Objectives 

 
To co-ordinate volunteers working in the café.  
To take responsibility for the smooth of the day-to-day running of the café, in partnership 
with the directors and other co-ordinators. 
To train volunteers on the job. 

 Duties and  
 Responsibilities 

 
Dealing with any minor issues or concerns between volunteers 
Be involved in the recruitment and selection process for new volunteers 
Training new café volunteers on the job and by group induction 
Manage and plan the weekly rota for the café, in partnership with other crew 
Reporting to the directors on the progress of new volunteers and on any other relevant 
issues or concerns 
Ensuring that the café is set up at the start of the day 
Holding any keys needed to lock the café 
Answering telephone calls if nobody is in the office 
Answering walk-in queries from visitors, artists and prospective volunteers 
Taking bookings for workshops and events in person and by telephone 
Act as a host in the café, making visitors feel welcome 
Act as a representative for The Art House 
Asking visitors to join the mailing list 
Liaise with kitchen staff about levels of food, customer feedback etc 
Serve food & drinks to customers in the café 
Ensure that the café & other areas are kept clean and tidy and that washing up is done 
regularly! 
Run short errands and other duties as required 
Ensuring that the closing up procedure is carried out at the end of the shift 
Cashing up at the end of the shift 
Attending weekly meetings 
Any other duties relevant to the role 

 
Lines of Communication 

 
The Art House directors will provide direction. 

 
Orientation and Training 

 
The co-ordinator will need to complete food hygiene and first aid training. 
Other training will be given ‘on the job’ as needed. 

 
Benefits 

 
6 weeks paid holiday, pro rata, to include Christmas and any other closure. 
Meals and drinks during shift. 
25% crew discount card.  
kbox’ employee perks scheme 
 

 

 


