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	Job Evaluation Code
	2233



	Job Title
	Retail Assistant

	School/Directorate
	Campus Services

	Job Grade
	2

	Career Pathway
	Operational Services



Organisation Structure 
	
Insert Org Chart if available

	Post Responsible To
	Shift Leader (Retail)

	Posts Responsible For
	



Job Purpose
	The University’s Catering Services provides a diverse range of services to customers, including hospitality catering, vending, cafés, restaurants, meeting rooms and banqueting which are located throughout the University.
 
The role is primarily concerned with the service of food and drink through the University’s Cafés and Restaurants, providing customers with a professional and efficient catering service and undertaking cash handling.

The post will involve regular attendance outside normal working hours (evenings, weekends).



Duties and Responsibilities
	
Key Duties
1. [bookmark: _Hlk85204922]Preparing the café / restaurant, paying particular attention to product placement, stock rotation, ensuring standards and stock levels are maintained.
2. Maintaining a very high level of customer service and working with colleagues towards improving the level of standards and service ensuring merchandising and customer service practices are adhered to.
3. Placing daily food orders and checking and signing for all deliveries from suppliers, and undertaking stock rotation.
4. Preparation of food and beverages, this includes serving and clearing tables, following set portion controls, making barista style drinks, preparation of food.
5. Cash handling, to ensure the safe keeping of cash floats and operating the cash register throughout the service.  Recording all transactions and balancing the float and takings at the end of service, in line with cash handling Policy and Procedures.
6. Meeting the necessary requirements of hygiene and food safety by monitoring cleaning standards, taking temperatures and recording findings and reporting any variations, in line with Cardiff University Food Safety Policy.
7. Participating in training appropriate to the position.
8. Undertake stock takes and ensuring control of waste and costs.
9. Assisting in the identification of equipment for repair and / or replacement and reporting. 
10. Collection and return of outlet keys as required, maintaining a safe and secure working environment.
11. The above is not an exhaustive list of duties, therefore you will be required to perform other duties as instructed which are consistent with the purpose of the role and its grade.

General Duties
1. Participating in essential training and identifying any personal training needs with the team leader.
2. To ensure compliance with legal and regulatory requirements in respect of equality and diversity, data protection, copyright and licensing, security, health, safety, environment and wellbeing, financial and other University policies, procedures and codes as appropriate.
3. To abide by university policies on Health and Safety.

The role will require a flexible approach to working hours and is 5 days out of 7 (pro rata for part time staff), that may include early mornings, evenings, and weekends.




Person Specification 
	Essential Criteria

	1. [bookmark: _Hlk85204530]You will have recent previous, customer focused experience, working as a barista or within a coffee shop / restaurant environment with cash handling and till operation.
2. You will have numeracy and literacy skills and evidence of ability to use email and internet-based applications.
3. A good understanding of café products; including knowledge on all aspects of coffee and sandwich/basic food production.
4. You will have experience of working within a team and ability to communicate and follow instruction and procedures.
5. [bookmark: _Hlk85204632]You will be able to work without close supervision and have strong organisational skills.
6. Level 2 Food Safety or equivalent or willingness to undertake and maintain accreditation. 

	Desirable Criteria 

	1. You will be calm and be able to undertake multiple tasks and have good timekeeping. 
2. Experience of stock control and purchasing.
3. Experience in merchandising and product placement.
4. Ability to speak/understand Welsh or willingness to learn.
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