[image: image1.jpg]= 11 ZWILLIAM COLLEGE
WY UNIVERSITY OF CAMBRIDGE





Full-time general Coffee Shop Assistant 
Salary: £19,560 pa (£10.03p per hour) 

 plus excellent benefits and an employment bonus of £400
Background 

Fitzwilliam is a special and welcoming academic community committed to developing the talents of its students, supporting its Fellows, and the training and professional development of its staff.  Fitzwilliam is one of 31 colleges within the University of Cambridge, and is a community of around 1,000 people, including undergraduates, postgraduates, Fellows and staff.  The College is set in beautiful grounds on a large, seven-acre site within 10 minutes’ cycle ride of all the major University faculties and departments. 

Our community is open and welcoming: each new individual who joins Fitzwilliam enriches our College and is encouraged to participate actively in College life.  Principles of respect and fairness underpin all our work.  Wellbeing is key to high academic and professional achievement and the College plays an important role in providing appropriate support in this regard, for students and staff alike.

Coffee Shop Assistant 
Our Coffee Shop is a vibrant central hub of the College, serving great snacks and drinks through the day making it a great place for socialising and relaxed study. 
We are seeking an outgoing, flexible individual to join our small friendly, enthusiastic team.  The role will include serving breakfast, lunch and dinner for students, staff and Fellows as well as all preparation and cleaning duties as expected in a Coffee Shop.  The postholder is also required to work in the Front of House during College vacation periods.
Previous experience in a similar environment is desirable but not essential, as full training will be given.

This is a full-time position of 37.5 hours per week, working five days out of seven, including evenings and weekends, with every other weekend off.  Full flexibility in working hours is required.

Salary is Point 10 £19,560.   In addition, we offer an excellent working environment, a generous 33 days annual leave entitlement (including bank/public holidays), contributory pension scheme, employment bonus of £400 paid after successful completion of the probationary period,  free staff lunches when on duty, free uniform, car parking on site and free use of on-site gym.
Application Procedure

An application form is available to download from www.fitz.cam.ac.uk/vacancies.

Applicants should submit a covering letter and application form to reach Susan Kay, HR Manager, by Monday 6 December.  This can be by email hr@fitz.cam.ac.uk or by post to Fitzwilliam College, Storey’s Way, Cambridge CB3 ODG.    Please note this is a rolling recruitment campaign and we will be considering applications during the advertising period.  Should we experience a high level of interest in this post, the vacancy may be closed before the closing date.  
Please note that CVs will not be accepted without an application form.  

In applying for these roles, you will provide personal data which the College will process in accordance with its data protection obligations and Data Protection Policy: https://www.fitz.cam.ac.uk/about/official-information/data-protection
Job Description

Title: 



Coffee Shop Assistant
Reporting to: 

            Coffee Shop Supervisor
The post holder is required to effectively service the Coffee Shop catering requirements and to comply with the Customer Service Charter

MAIN DUTIES & RESPONSIBILITIES

Operations: 

· To operate the coffee shop service during the opening hours for Students, Staff, Fellows and External guests.
· To undertake training courses as required.


· To assist with monthly stock takes if required.

· To have an understanding of general computer operations.
· Comply with the departmental Customer Care Charter. 

· To comply with current legislation pertaining to your role.
· To work in the Front of House during vacation periods
Hygiene / Health & Safety: 
· Ensure the cleaning rota is correctly operated and maintained.
· At all times comply with the requirements of the College Health and Safety policy and positively contribute to maintaining a safe working environment.
Communication: 

· To effectively communicate with the rest of the catering team to ensure updates are acted upon. 
Security: 

· To operate the cash register and to safely collect and deposit takings in the safe. 

· To safeguard and be responsible for keys when signed out or handed over.

Other: 

· To work in other areas of the Catering Department if required

· To undertake any other duties appropriate to the grade as required.

	
	Essential
	Desirable

	Qualifications, Education
	· Good level of education

· Food Hygiene training


	· Any formal customer care training

· Any I.T. courses undertaken

· Food Hygiene Level 2 or above

· Any formal Barista skills training



	Skills, Knowledge, Experience
	· Experience of working in a Catering Environment.


	· Experience of working in a similar role within a College environment

· Experience of working in a Coffee Shop.

	Personal Attributes
	· Excellent communication and interpersonal skills

· Ability to work unsupervised

· Focussed team player. Willing to help all members of the team in order to achieve the review goals.

· Proactive and self motivated with a desire to always deliver the best standards of customer service

· Conscientious with an eye for detail

· Ability to maintain discretion and confidentiality where appropriate

· Flexible approach to work and working hours in order to meet the needs of the role

· Ability to follow set procedures

· Smart Appearance 
	


Person Specification 
Terms of Appointment

Tenure and Probation

This is a permanent role and will be subject to satisfactory completion of a six month probationary period.

Hours of Work 

Full time 37.5 hours per week, working five days out of seven on a rota basis as detailed above  
Benefits:

33 days’ holiday (including Bank/public holidays), enrolment into a contribution Group Personal Pension scheme, free lunch on duty, free uniform, car parking on site and free use of on-site gym.   An employment bonus of £400 will be paid for this role subject to satisfactory completion of the probationary period. 

Equality and Diversity 

Fitzwilliam College is committed to promoting a diverse and inclusive community – a place where we can all be ourselves and succeed on merit.   The aim for our workforce is to be truly representative of all sections of society and for each employee to feel respected and able to give of their best. 

Pre-employment checks:

Right to Work in the UK

We have a legal responsibility to ensure that you have the right to work in the UK before you can start working for us.  If you do not have the right to work in the UK already, any offer of employment we make to you will be conditional upon you gaining it.

Health Declaration

Once an offer of employment has been made the successful candidate will be required to complete a work health declaration form. 

Qualifications (where applicable)

The person specification for this position lists qualifications that are essential and/or desirable.  Please note that if you are offered the post you will be asked to provide your relevant original certificates of these qualificators. 

References

Offers of appointment will be subject to the receipt of satisfactory references.

Information if you have a disability

The College welcomes applications from individual with disabilities.  We are committed to ensuring fair treatment throughout the recruitment process.  We will make adjustments to enable applicants to compete to the best of their ability wherever it is reasonable to do so and, if successful to assist them during their employment.  

