Job analysis is carried out using the critical incident method. Information about important duties and job responsibilities performed by the assistant café manager that lead to job success is collected through interviews with the existing job holder and its supervisor, the café manager. With these collected critical behaviours, clear, complete, and easily understood job description and job specification are formulated for recruitment and selection purposes, and they also serve as the standards for future performance appraisal. 

Job Description For An Assistant Café Manager

JOB TITLE:

Assistant Café Manager

Division:


Richmond Region

Department:

Operations

Job Analyst:

<our group’s name>
Date Analyzed:
20/7/2005

Wage Category:
Hourly <not sure, is this right?>
Report To:

Café Manager

Job Code:

OPS-2 <I made this up>
Date Verified:

2/8/2005

JOB STATEMENT

Assists Café Manager in managing daily operations and serves as a working supervisor with responsibilities for supervising every aspect of the café. Needs to know how to prepare, cook, and serve food and drinks using a variety of kitchen and serving equipment. Requires using a computer to place orders and to complete administrative work. Works under minimal supervision. Requires working in nights and weekends, and long and irregular hours.

ESSENTIAL FUNCTIONS <please comment on the ordering of the list, should be from most important to least important. they all look important to me, help>
1. Liaises with café manager about daily operation issues.
2. Assists in the development, implementation and interpretation of café policy and service standards. 
3. Monitors and coordinates the cleanliness and safety of all café related areas in accordance with Food & Health Department.

4. Plans, orders & coordinates all food and beverage needs in accordance with the menus according to budget for café.

5. Coordinates the storage, distribution, and inventory of all café supplies.

6. Prepares sufficient cash in cashier. 

7. Monitors the promptness of services.

8. Monitors & responds to customer's needs, comments & complaints.

9. Assists staff in handling customer’s complaints.

10. Participants in the resolution of any complaints from customer and staff.

11. Monitors quality and consistency of products (food & services).

12. Trains, disciplines and evaluates staff.

13. Maintains staff attendance and disciplinary records including reprimands, counseling and evaluations.

14. Opens and closes café punctually.

15. Assists Café Manager on every aspect of the café.

JOB SPECIFICATIONS

1. Fluent in English and Mandarin is required; Cantonese is desired. 
2. Two years or more experience with the supervision of others in food service or a related field is required. 
3. Considerable knowledge of the methods and equipment used in the preparation and distribution of foods and bubble tea is necessary. 
4. Some experience in the preparation and serving of foods and bubble tea is necessary.
5. Proven strong organizational skills. 
6. Proven human relations skills with co-workers and customers. 
7. Working knowledge of Windows or related software is desired. 
8. Some experience in bookkeeping is desired.

9. Foodsafe Certification is desired. <please go to www.foodsafe.ca and take a look, Barrie pls include this in the Training session>
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