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POSITION DESCRIPTION
POSITION: 
Café Assistant (Barista)
FACULTY/SERVICE:
Auckland Campus Administration
REPORTS TO:
Senior Operations Officer 

DIRECT REPORTS:
Nil

DELEGATIONS:
Nil

FUNCTIONAL RELATIONSHIPS
	Internal

Students

Employees


	External

Service Technicians and Suppliers


STATEMENT
The core purpose of Whitireia is to build futures with our students and communities and all employees’ roles are expected to incorporate and reflect Te Tiriti o Waitangi, the Vision and Values/Principles of Whitireia:

Vision - Whitireia will lead and illuminate its communities through tertiary education

Te Tiriti o Waitangi - Take all practical steps to create and maintain a culturally sensitive environment for staff, students and other persons. Where appropriate attend training about Te Tiriti o Waitangi and/or biculturalism

Whitireia Values - Demonstrate professional practices that reflect the Whitireia values and principles which are: Manaaki, Identity, Equity, Responsiveness, Success, Integrity and Accountability.
POSITION PURPOSE
To provide Café Service to current students and staff as well as suppliers and visitors.
PRINCIPAL ACCOUNTABILITIES
Cafe Management 
· Grind and blend coffee beans, brew coffee and tea, sell and serve items to customers

· Maintain the cafe in good, clean and serviceable order and ensure appropriate presentation of the food and beverages. 

· Monitor and control of stock and wastage, undertake stock takes at regular intervals

· Work with the supervisory team for purchasing and other projects as required 

· Maintain a high standard of hygiene and adhere to all food safety regulations and quality controls

Finance Management
· Ensure all administration, documentation, logs and records are compiled, updated and stored

· Ensure accurate handling of payment transactions, float management and till reconciliation practices are followed

Co-operation

· Attend staff meetings as required

· Provide support with large events and functions as required.

Health and Safety

· Take all practical steps to create and maintain a safe and healthy environment for employees, students and other persons.
PERSON SPECIFICATION
Qualifications/Experience

Essential:

Relevant, varied industry experience
Food Hygiene Certificate
Effective communication skills
Desirable:

Barista Certificate

An understanding of the tertiary academic environment

Personal Attributes

Adaptability

Reliable 
Good interpersonal skills 

Accuracy and attention to detail

The ability to work well in a team as well as independently
A positive and motivated personality
COMPETENCIES

Competencies are grouped into three main areas:
Personal Capability (self) 
- how an individual conducts themselves at work

Effective Relationships
- relating to an individual’s interpersonal behaviours

Effective Practices

- how an individual undertakes and completes their work

The following generic competencies apply to all employees:

Personal Capability
	Upholds organisational values
	· Implements te Tiriti o Waitangi, Whitireia values, Code of Ethics and Code of Conduct in everyday practice
· Demonstrates openness to, communicates with, and relates appropriately to diverse cultural needs and viewpoints 
· Uses culturally appropriate processes and protocols in the work context

	Focuses on outcomes
	· Performs tasks to achieve the outcomes and outputs of the position

· Assesses the impact and implications of own performance on the organisation

	Participates actively in self evaluation, review and professional development
	· Critically reflects on work and uses feedback to identify strengths and areas for development

· Pursues opportunities to engage in professional development to enhance expertise and practice

· Maintains and develops capability to work with diverse communities and external industry and professional networks


Effective Relationships
	Demonstrates Student/Customer/

Stakeholder Focus
	· Identifies and responds appropriately to the diverse needs of students and other internal and external customers /stakeholders 

· Maintains appropriate behaviour and boundaries as described in Whitireia policies, including Health & Safety, Code of Conduct  

	Establishes effective relationships
	· Listens actively to and considers the ideas and opinions of others

· Communicates ideas and information in language style and medium appropriate to the intended audience
· Develops and maintains effective working relationships both within and outside the organisation to achieve agreed outcomes

	Works collaboratively in team
	· Participates in planning achieving and evaluating team goals and purpose 

· Shares information, knowledge and skills that enhance team/organisational function

· Identifies organisational opportunities and promotes these effectively to others 

· Encourages organisational learning approach 

· Takes leadership role in areas of expertise to achieve organisational goals


Effective Practices
	Manages work to meet outcomes
	· Develops and implements a plan with clear steps to achieve required position outcomes

· Follows up to determine the effectiveness of actions

· Uses and manages information to be well informed and keep effective work records  

· Gives and receives appropriate and effective feedback

· Evaluates activities (using a range of feedback) for continuous improvement based on changing circumstances and information

	Applies solution strategies to problems


	· Balances the outcome requirements with relevant people needs 

· Uses professional judgement and evidence to anticipate potential issues and produce workable solutions a range of problems

· Works with differences to reach a shared agreement 

· Manages conflict and gains clear agreement and commitment from others  

· Contributes solutions to systems where appropriate

	Uses organisations’ systems 


	· Operates effectively within the policy framework and legislative obligations 

· Uses organisation’s and team’s systems, policies and processes

· Uses Whitireia resources effectively efficiently and sustainably 


Computer Literacy Competencies  
Effective Practices

	Whitireia specific skills
	Health and Safety

· Demonstrates an understanding of ergonomic principles for computer workstations

	Multi function devices (MFDs)
	Printing and Photocopying

· Uses MFDs to photocopy, print, scan and fax documents and can replace the ink cartridge and clear jams
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Changes to this position description

From time to time it may be necessary to consider changes in the position description in response to the changing nature of the work environment (including technological requirements or statutory changes).  Such changes may be initiated by the manager of this position and agreed through consultation.  

