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Job Description

Job Title


Café Workshop Leader 
Location


Arts and Crafts Centre (ACC), Knaresborough
Salary


£10.86 per hour/£21,459.36 per annum




Hours per Week

38 hours per week




Job Sharing will be considered
Annual Leave

25 days plus bank holidays (pro-rata for part time / term time roles)
Reports to


Senior Workshop Leader
DBS Check 
Enhanced DBS with adult barring list  
Job Summary
At Henshaws Arts & Crafts we make more than art. We bring people together in an atmosphere that never fails to inspire.

Through our workshops, people living with a range of disabilities discover their talents, put them into practice and realise their full potential. Over 150 Art Makers access the Centre each week to take part in around 18 different workshops.

We are recruiting for an experience and dedicated Cafe Workshop Leader to assist in the smooth running our commercial training cafe.

This role will be responsible for all aspects of the smooth day to day running of the kitchen and café, onsite at the ACC.  You will supervise staff, service users with Special Educational Needs (SEN), work placements and volunteers providing hands on support and training to develop skills, knowledge and abilities in the kitchen, café and retail environments. You will also support social and fundraising events and activities.

The Arts & Crafts Centre cafe is a commercial licensed cafe that is open to the public. We serve breakfast, lunch, snacks and drinks throughout the day. Our menu is designed so that service users can take part in every stage of the process. They will learn how to:

· Prepare and cook food including soups, hot meals, sandwiches and cakes
· Develop communication skills through taking orders and serving visitors

· Improve their customer service skills in a working cafe environment.
Key responsibilities
· Oversee the organisation and supervision of the café and retail environment including day to day management of the budget for the department.

· Oversee Health and safety requirements of the work environment for the café and retail environment, ensuring that standards are in line with Henshaws policies.  Liaise with the Arts & Crafts Centre and/or Catering managers regarding any concerns.

· Provide hands on support to support kitchen staff, art makers, volunteers and work placement students, to meet the necessary daily menu requirements.
· Maintain café displays and stock, rotating stock and carrying out stock checks manage the sales, stock control, security and audit of café and retail outlet and orders on a regular basis.
· Produce weekly menus and order stock to meet the menu needs
· Supervise kitchen staff, art makers, volunteers and work placement students, providing clear guidance and support to aid their skills development and to encourage independence.
· Ensure that kitchen staff, art makers, volunteers and work placement students carry out a variety of roles, rotating jobs and tasks to encourage skills development.

· Co-ordinate the maintenance of kitchen and café equipment, liaising with internal and external contacts to ensure equipment is in good working order to provide service to customers.

· Supervise cash handling in ACC café, ensure that procedures are fully understood and followed.
· Complete weekly banking processes, liaising with the finance department ensuring all information from the café is kept up to date. Follow end of day cashing up procedure and complete recharge sheet on a daily basis to ensure correct financial records are up to date highlight any inconsistencies to line manager.
· Ensure that cash takings are securely stored following the correct ACC procedures.

· Liaise with line manager to be aware of upcoming events and understand any associated catering requirements; Plan and deliver catering for internal and external events as required.
· Ensure compliance in the kitchen and café area for all relevant Health and safety laws and guidelines including food hygiene training, COSHH and alcohol licensing.
· Co-ordinate and liaise with line manager to ensure the maintenance of kitchen and café equipment, liaising with internal and external contacts to ensure equipment is in good working order to provide service to customers.
· Ensure food hygiene and Health and Safety procedures are followed on a daily basis, and that all relevant documents are updated daily.
· Ensure ordering, foodstuffs and stock rotation are as efficient as possible, to minimize waste and maintain required standards.

· As far as possible, work with the Horticulture team and garden staff to plan and incorporate site grown garden produce into the routine menus. 

· In conjunction with ACC team, encourage income generation through the promotion of the café, retail outlets, events and services offered at the ACC.

· Promote innovation and ideas generation for new workshops to meet the needs of the art makers and wider audiences.
· Work alongside ACC team to explore and generate ideas for new events, and to organise events and activities.
· Coordinate team resources to ensure events are staffed appropriately.
· Liaise with parents and carers about the needs of art makers.
· Coordinate activities taking place at the Centre on alternate Sundays acting as the main point of contact and ensuring the smooth running of events.
· Be a key holder for the ACC, taking responsibility for opening and closing the centre  when some lone working may be required.
· Ensure role specific training is fully up to date and appropriate for team members.
General

· Attend all Henshaws mandatory and compulsory training sessions, taking responsibility to ensure training is up to date at all times.

· Take responsibility for your own personal and professional development, including CPD where appropriate.

· Facilitate training and knowledge sharing across Henshaws Society, and other providers where appropriate.

· Offer a flexible approach to working hours to meet the needs of the organisation.

· Represent Henshaws in professional manner at all times, contributing to marketing and recruitment activities for Henshaws Society as required.

· The employee may on occasions be called upon to undertake work in other locations in order to ensure obligations to students, service users and third parties are fulfilled.

· Comply with Henshaws Health & Safety requirements and be aware of and adhere to current Henshaws policies and procedures.

· Any other duty as required by the line manager commensurate with the post.
Person Specification
In order to be shortlisted you must demonstrate that you meet all the essential criteria and as many of the desirable criteria as possible. Where we have a large number of applications that meet all of the essential criteria, we will then use the 
desirable criteria to produce the shortlist.
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All disabled candidates who meet the minimum essential criteria will be included on the shortlist.

	
	Criteria
	Essential or Desirable
	How Identified
Application form / Interview / Selection test / copy of certificates.

	Skills and Experience


	Experience of working in catering at a practical and supervisory level
	Essential
	Application form 

Interview

	
	Experience of working with people with  visual impairments, learning  difficulties and/or other disabilities
	Desirable
	Application form
Interview


	
	Experience of training people with disabilities in catering
	Desirable
	Application form 



	
	Experience of supervising employees, volunteers or service users
	Essential 
	Application form 

Interview

	
	Excellent time management skills with the ability to prioritise and delegate work effectively
	Essential 
	Application form 

Interview

	
	Excellent communication skills, both verbal and written
	Essential
	Application form

Interview

	
	IT literate with a working knowledge of MS office including word, Excel and Outlook 
	Essential
	Application form



	
	Good numerical skills with experience of being responsible for cash (e.g. till system)
	Essential
	Application form



	
	Experience of working in a creative setting
	Desirable
	Application form 

Interview

	
	Enthusiastic, respectful and sensitive attitude to client group
	Essential
	Application form 

Interview

	General & 
Specialist Knowledge
	Knowledge of hygiene best practice in a catering environment
	Essential
	Application form

	
	Understanding of Health and Safety guidance and best practice in a catering / retail environment
	Essential
	Application form

	
	Experience, knowledge or understanding of specialist methods of communication, i.e. Braille, BSL, Makaton etc.
	Desirable
	Application form

	Education & 
Training
	A formal qualification or substantial experience in catering and customer service
	Essential
	Application form

	
	Level 3 Qualification in Catering
	Desirable
	Application form 

Certificate

	
	Qualification in food hygiene
	Desirable
	Application form 
Certificate 

	Special 
Requirements
	Commitment to the aims and mission of Henshaws Society for Blind People
	Essential
	Application form

Interview

	
	Enthusiasm to work with young people to encourage learning and independence
	Essential
	Application form 

Interview

	
	Flexible approach to working hours – this role involves some evening and weekend work.
	Essential
	Interview


Henshaws will make every endeavor to make any reasonable adjustments for applicants who require assistance in carrying out their duties due to a disability.
Henshaws is committed to safeguarding vulnerable adults and children.  The post holder may be required to complete an enhanced DBS disclosure check including barring lists for Adult and/or child barring services.

Henshaws is committed positively welcomes applications from all sections of the community.
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