
 
 
 
JOB DESCRIPTION 
 
Job Title:   Cafe Manager 
Responsible to:  Chief Executive 
Responsible for: Catering Assistant, Barista team 
  
 
MAIN PURPOSE OF THE CATERING MANAGER POSITION 
 
As a member of the management team, the Cafe Manager has overall responsibility for 
every aspect of the food and drink provision at The Media Centre, including the day to day 
running of Café Ollo and conference catering. The Cafe Manager will work hands on 
preparing food and beverages and serving customers while ensuring that the team 
members are working effectively, the customers are satisfied and the business is profitable 
 
As Cafe Manager, you will be expected to undertake a wide range of duties including but 
not limited to those listed below: 
 
1. Be responsible for the commercial strategy, financial success and the development of 

Cafe Ollo and conference catering. This will require you to: 
 

• Seek and maximise revenue opportunities 
• Control costs without compromising standards and customer experience 
• Achieve and surpass sales targets and industry standard gross profit margins 
• Be responsible for financial planning, managing budgets and cost analysis 
• Respond quickly and positively to changing requirements in order to meet 

business demands 
• Review and communicate financial information to assist in proactive and timely 

decision making 
• Attend regular meetings with the management team to ensure the whole 

organisation is working together to achieve its aims 
• Agree and support implementation of revenue generation initiatives in 

conjunction with the management team 
• Work closely with the Finance Manager to co-ordinate the budget 

 
2. Plan and develop menus for both Café Ollo and conference catering, ensuring that they 

meet the needs and expectations of our customers. This will require you to: 
 

• Have a love and appreciation of food and beverages 
• Research and gain feedback from customers 
• Understand current food trends  



• Create menus with fresh healthy ingredients, prepared on the premises 
• Ensure plenty of choice for all religious, cultural, and health considerations. 
• Personally prepare and deliver all items offered on the menu and lead best 

practice by example. 
 

3. Maintain stock to ensure consistent availability of in-demand items This will require you 
to: 

• Stay up to date with food and drink trends and respond to customer demand. 
• Meet suppliers and negotiate contracts 
• Order new stock for service, ensuring waste is minimised 
• Conduct regular stock takes 

 
4. Lead a motivated, efficient team of employees, committed to delivering clear goals. This 

will require you to: 
 

• Ensure all staff are well briefed on their responsibilities and are given constant 
supervision and motivation on all aspects of their work 

• Ensure that appropriate resource is provided to keep the service available 
regardless of weather, illness or holidays. 

• Be a change agent, constantly reviewing service delivery 
• Recruit and select employees with the support of the Senior Management team 

to the agreed staffing levels. 
• Create a harmonious environment amongst all staff and foster a culture of pride, 

ownership, flexibility and desire to exceed expectations 
• Maintain wage costs within agreed budgets 
• Supervise staff to ensure all tasks are carried out correctly and according to 

standards 
• Organise and implement the training of all staff  
• Manage all employees’ performance in line with job descriptions, giving regular 

feedback and appraisals 
• Manage all disciplinary and grievance issues within the department in 

consultation with the Finance Manager and Chief Executive. 
 
5. Contribute to developing and maintaining the highest possible standards of customer 

service. This will require you to: 
 

• Consistently exceed customer expectations  
• Offer a high level of service to customers, making all their visits enjoyable 
• Meet, greet, and give a farewell to all customers  
• Handle complaints so that customers leave satisfied and impressed 
• Enhance The Media Centre’s reputation for high quality customer service 
• Develop a culture of actively seeking feedback from customers on a regular basis 

and provide prompt and efficient responses. 



• Agree and implement actions to continuously improve the customer experience 
in conjunction with the Senior Management team 

 
6. Plan the best way of promoting The Media Centre’s food and drink offer, services and 

brand. This will require you to: 
 

• Create, deliver and measure promotional activities in conjunction with the 
Management Team 

• Promote the hire of Cafe Ollo for events through appropriate channels. 
• Make use of social media to promote the services 
• Oversee the creation of marketing materials and digital content 

 
7. Run the business in line with health and safety and food hygiene regulations. This will 

require you to: 
 

• Set and maintain health and hygiene procedures. 
• Ensure that team members are adhering to procedures  
• Complete and maintain compliance documentation 
• Stay informed of changes to standards and legislation 

 
8. Ensure that the business’ obligations under the Licensing Act 2003 are met. This will 

require you to: 
 

• Act as a licenced designated premises supervisor  
• Ensure staff are trained and authorised to sell alcohol 
• Maintain identification procedures 

 
9. Any other duties as reasonably requested by the Chief Executive in order to meet the 

changing needs and demands of the business. 
 
Hours of Work: 
Full-time role (minimum core hours of 37.5 hours per week) between Monday and Friday, 
but flexibility required to meet the needs of the business. 
 
  



 
 
 
Catering Manager 
Person Specification 
 
You will be able to demonstrate experience of: 
 

• Working in a cafe/bar/catering environment, in a management / assistant 
management capacity. 

• Cooking and food preparation skills and knowledge 
• Making and serving espresso drinks to a high standard 
• Planning and developing menus with flair 
• Leadership and ability to work on own initiative without supervision 
• Managing a team and a willingness to participate in hands-on delivery. 
• The ability to handle demanding and difficult situations with the public, in a calm and 

confident manner. 
• Budget management, control cost lines in the business within budgetary guidelines 
• Recruiting and managing a team within a service environment, ensuring overall 

performance is maximised 
• Successful negotiations within previous roles 
• Managing compliance including health and safety, food safety and licensing. 
• Building and sustaining excellent customer relationships 

 
The following personal competencies and attitudes are required for this role: 
 

• Interpersonal skills - able to develop good work relationships, enjoy meeting and 
working with people at all levels and from diverse walks of life. 

• A love and appreciation of food and beverages 
• The ability to coach and mentor others 
• Energy and persistence to see tasks through to successful completion and able to 

work additional hours when necessary.  
• Proficient in using food service equipment.  
• Being highly self-motivated and proactive with a desire to contribute to the company 

more widely 
• Being committed to setting, achieving and maintaining high quality service 

standards and being a passionate for customer care 
• Being able to work with constant standing/walking, occasional stooping, kneeling, 

pushing, pulling, lifting or carrying as well as occasional ascending or descending 
ladders, stairs, ramps. 

• Having highly developed numeracy and financial management skills· 
• Possessing a strong attention and care for detail 
• Having excellent administrative and organisational skills 



• Being confident with office IT and new technology. 
• Having excellent communication and negotiation skills — articulate, tactful and 

persuasive 
• Being a ‘completer / finisher’ 
• Being a team player and leader with excellent people management skills able to 

motivate and delegate tasks to team 
• Being able to work under pressure and maintain good humour. 
• Willingness to work flexible hours including occasional evenings, weekends and 

emergency call-outs. 
• Open minded and interested in technology, creative industries and the people that 

work in these sectors 
• Having a commitment to diversity and equal opportunity.  
• Being honest and having integrity, credibility, confidence, drive and energy. 
• Possessing commercial acumen and good problem solving skills 
• Having an understanding of equality act 2010. 
• Level 3 Food Safety Award 

 
The following personal competencies and attitudes are desired for this role: 
 

• Having refined networking skills  
• Having an appreciation of how specialist centres, such as The Media Centre, can 

contribute to the overall business development ladder within a town such as 
Huddersfield· 

• Having knowledge of the Creative and Digital Industries and sectors 
• Having a valid personal license 

 
 
  



Context 
Now in its 22nd year, The Media Centre is a unique environment designed for growing 
creative businesses. Providing high quality managed offices in the centre of Huddersfield, a 
creative programme to stimulate innovation, business support, a café, a business network 
and meeting/conferencing and exhibition spaces. A base for over 120 companies and 300 
people, The Media Centre has 123 office spaces and 21 residential live-work studios. We 
also provide ‘virtual office’ services to many more businesses based across Kirklees and the 
wider area. 
 
Who are we for? 
Our core clientele is from the creative industry sector and those businesses that directly 
support the sector as well as businesses that place creativity and innovation at the core of 
their activity. In particular we support: 
 

� Creative, digital and media entrepreneurs looking for an inspiring and value for 
money place to start and grow a business. 

� Established creative professionals who are looking to relocate out of major cities 
and are looking for an improved quality of life and more affordable workspace. 

� Creative graduates looking to start their own creative business. 
� Companies looking to establish a branch office. 
 

Our values 
We are committed to a common set of values that guide the way we work and provide a 
basis for measuring individual and group success. We believe in the importance of: 
 

Being creative, playful, innovative and open-minded 
Not just in what we do (being a catalyst for idea exchange and showcasing), but in 
the way we do it (taking risks, supporting creative thinking, promoting connectivity 
through collaboration with clients, stakeholders and wider networks). 
 
 
Going out of our way to satisfy and delight our customers. 
We take a genuine interest in our clients and their businesses and aim to exceed 
their expectations by being engaged and responsive and consistently delivering 
world class products and services that they can depend on. 

 
Building strong relationships based on communication, honesty and integrity 
We treat people fairly, we keep our word, and we act reasonably and responsibly. We 
work to build a trusting, open and inclusive environment in which our clients and 
employees can grow. 
 
Being commercial and independent 
We are a commercial business and rely on profit to stay independent, innovative and 
sustainable. 
 



Creating a happy place to work 
We strive to create a work environment where people can flourish and succeed by 
aligning our purpose with individual wellbeing. 
 

Service Commitment 
All employees are responsible for providing great service to our customers, colleagues, 
suppliers and any other people with whom they have contact. This can be achieved by 
cooperation, flexibility and commitment to The Media Centre’s values and policies.  
 


