
 

Wimbledon Guild of Social Welfare 

Job description 

Community Café Manager 

Based at:   Guild House 

Reporting to:   Head of Community Services  

Responsible for:  
• Community Café Chef 
• Kitchen and café volunteers. 

 
Hours:  The post is for 37.5 hours per week. 
_____________________________________________________________________________ 
 
Description of post 
 
To manage our community café, providing a welcoming environment for mainly older people, 
but open to the whole community, including local workers and people experiencing 
loneliness.  The main purpose of the café is to complement Wimbledon Guild’s charitable 
services, though it generates income as well. 
 
Main duties and responsibilities  
 

• Take responsibility for managing the café, ensuring provision of an imaginative range 
of meals, snacks and drinks to a high standard, meeting nutritional and dietary 
requirements of café clients  

• Manage the café chef, providing professional supervision, inspiration and leadership. 
Provide feedback and support informally and through regular one-to-one meetings 

• Ensure that the café is attractive, clean, affordable and accessible to the local 
community, working with volunteers to create a welcoming atmosphere and provide 
excellent customer service  

• Maintain a rota of volunteers to ensure duties are covered 
• Manage, support and train volunteers, including a large group of volunteers with 

additional support needs, providing a welcoming and inclusive place for volunteers to 
develop, ensuring their welfare and that policies and standards are adhered to   

• Provide kitchen cover, cooking meals when required. 

• Manage kitchen and café administration including planning menus with the chef, 
pricing, purchasing, ordering and controlling stock, buying goods to use in the kitchen 
within a set budget, cashing up, managing petty cash and payment systems 

• Maintain a safe and hygienic environment in the kitchen and café to ensure relevant 
best practice and hygiene standards and Health and Safety Legislation are met 

• Plan and undertake occasional special dining events e.g. themed meals, tea parties 
and cater events within Wimbledon Guild. 

• Build and maintain community partnerships with supermarkets and local businesses 
to help reduce food waste.  Work with our Grants team to distribute extra donated 
food to clients. 

• Work with garden volunteers to use fruit and vegetables grown in the Community 
Garden in the café and recycle waste food for compost. 
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• Work in collaboration with the Communications team and Community Engagement 
team to promote the café and events.  

• Monitor customer numbers and income against targets, review patterns of demand, 
making suggestions for improvements as necessary.  

• Receive, act upon and record feedback, resolving issues and complaints as required. 

• Work within Wimbledon Guild’s Equal Opportunities Policy and ensure that its 
principles are actively incorporated into the delivery and monitoring of services, 
ensuring that services meet the diverse needs of the wide range of groups on the 
borough. 

• Work in compliance with our policies highlighting any significant problems and risks to 
the Head of Community Services and assisting in the development and reviewing of 
essential policies and procedures. 

• Implement policies and procedures of safeguarding adults and vulnerable people. 
• Work flexibly and outside normal office hours as dictated by the needs of the service 

(hours worked in excess of normal hours may be reclaimed as time off in lieu). 
• Work closely with all Wimbledon Guild’s teams to ensure an effective and professional 

service. 
• Contribute to the overall development of the Wimbledon Guild’s Community Services. 
• This list of tasks is not exhaustive and will be reviewed from time to time in 

discussion with the post holder.  
 

Wimbledon Guild of Social Welfare 

Person Specification 

Community Café Manager 

Knowledge, Skill and Experience Required 
 
Essential 
 

• Familiarity of catering for differing dietary needs, with a good knowledge of use of 
seasonal foods 
 

• Relevant food hygiene certificates, or willingness to obtain the certificates. 

• Ability to manage a team of staff and volunteers. 

• Experience of front-line work with members of the public and experience of adults 
with support needs, including older people. 
 

• Ability to manage and support volunteers with additional support needs 

• Strong interpersonal skills and proven ability to work effectively within teams, taking 
personal responsibility for making things happen.  

• Ability to cook creatively, covering for the café chef from time to time.  

• Experience of working within a busy food environment involving day to day decision 
making, developing and improving processes, and managing risk.   

• Ability to use initiative to deal with day to day operational issues and provide 
appropriate responses and solutions. 
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• Proven ability to manage time effectively to meet deadlines, prioritise and deal with 
multiple demands.  

• Computer literacy skills, including familiarity with Microsoft Word, Excel, and Outlook 
and experience of keeping records to support your work.  

• Willingness to work flexibly - working outside normal hours as needed with 
occasional weekend work.   

• Experience of working in an environment where confidential information is handled. 
 
Desirable 
 

• Experience of managing a café 
 

• A relevant catering qualification  
 

• Knowledge of commercial catering equipment. 
 
Values and Behaviours 

• Has a flair and enthusiasm for hospitality and customer service and a commitment to 
providing excellent food and customer service  
 

• Able to communicate clearly, sensitively and non-judgmentally with a calm and 
professional working manner. 
 

• Shows tact, discretion and judgement. 
 

• Has a positive view of people who face difficult transitions and difficult situations in 
their lives, including older people, and a strong desire to empower and enable them. 

• Has a clear understanding of the widely differing needs and preferences of individuals 
and the ability to respond appropriately to these. 
 

• Has a flexible approach and is open to new ideas 
 

• Able to communicate constructively, honestly and openly with colleagues and accept 
help from others.  
 

• Takes responsibility for actions or outcomes. 
 
 

• Committed to effective team working by collaborating with colleagues. 
 

• Reflects on own practice and is interested in developing self and other’s knowledge 
and skill within the objectives of the Wimbledon Guild. 
 

• Demonstrates a commitment to equality and diversity within Wimbledon Guild 
 

•  Demonstrates a commitment to safeguarding, health and safety, Data Protection and 
privacy requirements. 
 

• Remains positive despite setbacks, changes and ambiguities. 
 

• Demonstrates energy and enthusiasm for the work of Wimbledon Guild. 
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