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Job Description
Job Title:	Café Supervisor
Accountable to:	Executive Chef and Front of House Manager

Accountable for	Food service assistants 
Liaison with:	Students, Fellows and other College Staff
Overview of Role:
University College was founded in 1249 and is known for being the oldest Oxford College. Rich in history we offer first class catering and hospitality to our students, Fellows and visitors. Our New Café opening in 2026 will complement the hospitality we offer at College.
The Café will offer fresh food and drinks for our students and visitors in a modern purpose-built Café in the heart of the Univ North Campus on the Banbury Road.

The Café Supervisor is responsible for the day-to-day operation and the smooth running of the Café ensuring the quality and service and cleanliness standards are impeccable.

Under the instructions from your senior managers, the Café Supervisor is to ensure that excellent experience is consistently delivered to college standards.  The Café Supervisor is responsible for maintaining a high presentation of service offered, table settings, and stock control at all times.  Communication with the kitchens must be accurate and timely and all staff must be impeccably presented throughout the shift. The post holder must always maintain good relations with the Students and College Staff.
Specific Duties
· To oversee the food and beverage service in the Café, this may include breakfast, lunch, dinner and catering events on behalf of the College as delegated by the Executive Chef and Front of House Manager ensuring all catering is delivered to an excellent standard.
· Preparation and service of food and drink throughout the day at the Café
· Light kitchen tasks including operating equipment.
· Place and track orders for wet and dry stock as necessary
· Handling stock and managing stock rotation.
· Assist students, visitors and colleagues with a disability as appropriate.
· Co-operate with colleagues in the interest of College students.
· Conduct manual domestic duties, including manual handling and carrying.
· Act within health and safety policy/procedures, to ensure a safe working environment
· Carry out duties as specified by the Front of House Manager within the general scope of this post.
· Ensuring prices on EPOS are correct and menus teams and prices are displayed correctly
· Ensuring all Allergens are clearly identified with evidence.
· Manage laundry deliveries and orders where necessary.
· Attends and participates in all pertinent meetings as requested. 
Line Management
· To supervise Food Service Assistants on duty;
· To brief staff fully and effectively before opening each day.
· To support the Executive Chef and Front of House manager in training new serving staff, ensuring they meet the required standards;
· To monitor staff skills and standards, and make recommendations for training if required;
· Support the Executive Chef and Front of House Manager in his/her setting of specific goals and plans, to prioritize, organize, and accomplish work.
· Foster excellent communications with kitchen staff and assist as requested in verbally debriefing after closure and events.
· As requested by the Front of House Manager pass any relevant debriefing down to other members of the team so that a learning culture is maintained
· Keep Front of House Manager and Executive Chef in the debrief loop by using emailed Feedback forms
· To ensure staff performance meets the College’s standards of customer service.

Coordination
· To ensure effective communication with kitchen staff, prior to and during opening.
· To liaise with the Domestic Bursary staff where necessary to ensure events run smoothly;
Standards
· To maintain statutory and College standards of hygiene, food safety and Health & Safety;
· To resolve customer complaints promptly and efficiently, escalating where appropriate;
· To ensure any host or organizer of any event is satisfied with arrangements prior to the event and during service;
· To ensure that the Café is prepared for service and cleaned after service;
· To prepare service areas for the next day if appropriate;
· To assist the kitchen team in maintaining a 5-star food safety and hygiene rating throughout the catering environment.
· To always wear the uniform provided and to ensure standards of professionalism are maintained across the team when staff are on duty.
Other responsibilities
· Serve/prepare food and drinks as required 
· Operate the till in the Café
· Report equipment breakdowns or breakages to the relevant parties, ensuring senior managers are kept informed
· Monitor equipment stock making the Front of House Manager aware when there’s a requirement to replace or increase stock levels
Health and Safety and Compliance 
· To ensure that all food production and service areas comply with standards required under the Food Safety Act, Health and Safety at Work Act and any other relevant legislation;
· Ensure correct stock rotation, cleaning schedules and Health and Safety paperwork is completed as required in areas as instructed by Executive Chef and Front of House manager.
· To assist with all risk assessments and method statements for use of equipment and relevant spaces/activities on an annual basis
· To ensure that appropriate PPE is available and worn at all times as required;
· To ensure a safe working environment for staff and for College Members.
· Ensure that all chemicals are recorded and kept in accordance with COSHH regulations;
· To use cleaning and maintenance products as required and in accordance with manufacturers’ guidance;

· To ensure that all departmental personnel are trained and experienced with the management of substances hazardous to health.
Any other duties commensurate with the role and grade.
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Person Specification

Essential
· Significant previous food service experience;
· Demonstrable commitment to customer care and service excellence;
· Aptitude for leading and motivating others; 
· To ensure staff performance meets the College’s standards of customer service.
· Some experience of till operation 
· Excellent inter-personal skills;
· Strong communication skills, both oral and written;
· Positive and flexible approach to work;
· Excellent time management skills;
· Team player with an approachable and outgoing personality;
· Food hygiene and allergen training.
Desirable
· Previous supervisory experience;
· Formal catering qualification
· Experience of stock control;
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