Job Description: Café Manager
Position Title: Café Manager
Location: Hot Coffee, 410 St. Albert Trail, Alberta
Reports To: Owner / Operations Manager
Employment Type: [Full-Time/Part-Time]
Hours: 6:30am to 10 pm - Flexible
Compensation: $18-21 an hour Based on experience


Job Summary:
The Café Manager is responsible for overseeing the daily operations of the café and kids supervised play area and ensuring exceptional customer service, managing staff, maintaining inventory, and ensuring compliance with health and safety regulations. The manager will lead by example, ensuring that the café runs smoothly, is profitable, and maintains a positive environment for both customers and employees.

Key Responsibilities:
· Staff Management and Leadership:
· Recruit, hire, and train café staff, ensuring they are equipped with the skills to deliver excellent customer service.
· Schedule and manage shifts for café staff to ensure adequate coverage during peak hours.
· Supervise and motivate staff, providing ongoing coaching and feedback to improve performance and customer service.
· Conduct performance evaluations and handle employee concerns or issues in a professional manner.
· Customer Service Excellence:
· Ensure that all customers receive a high level of service and satisfaction.
· Resolve customer complaints and concerns in a prompt and professional manner.
· Oversee the quality of food and beverage items, ensuring consistency, presentation, and taste standards are met.
· Operational Oversight:
· Manage day-to-day operations of the café, including opening and closing procedures, ensuring the café is clean, organized, and well-stocked.
· Monitor and control inventory levels, ordering supplies as needed while managing costs to meet budget expectations.
· Track daily sales, monitor cash handling, and manage the café’s point-of-sale system.
· Ensure the café is compliant with all local health, safety, and food handling regulations.
· Financial Management:
· Develop and manage the café’s budget, ensuring cost control and profitability.
· Analyze sales and expenses to identify opportunities for improving operational efficiency and profitability.
· Implement marketing strategies and promotional campaigns to drive sales and attract new customers.
· Ensure that food and beverage prices align with the café’s profit margin goals and competitive positioning.
· Health and Safety Compliance:
· Ensure all food safety standards are strictly followed, including the proper storage, preparation, and handling of food.
· Ensure compliance with health regulations set by Alberta Health Services (AHS) and other relevant authorities.
· Regularly inspect equipment and facilities to maintain cleanliness, safety, and functionality.
· Inventory and Supply Management:
· Order and maintain inventory for food, beverages, and supplies, ensuring stock levels are sufficient for daily operations.
· Monitor inventory usage to minimize waste and spoilage.
· Establish relationships with suppliers and negotiate prices to secure favorable terms.
· Marketing and Community Engagement:
· Create and implement marketing strategies to promote the café within the local community.
· Maintain social media accounts and online presence to engage with customers and promote café events, specials, and offerings.
· Host or coordinate events, promotions, or community involvement activities to increase brand awareness and drive foot traffic.
· We are looking someone who is creative and willing to try new ideas to increase sales and attract new customers. (Events, Pop up shops, Trivia nights, Paint nights)

Skills and Qualifications:
· Required:
· Proven experience as a café manager, restaurant manager, or in a similar supervisory role in the food service industry.
· Strong leadership and team management skills, with the ability to motivate and develop staff.
· Excellent customer service skills with the ability to resolve issues professionally.
· Strong organizational and multitasking abilities, with a focus on time management and efficiency.
· In-depth knowledge of food safety regulations and health codes.
· Basic financial and budgeting skills, including knowledge of sales, labor, and cost control.
· Proficiency in using POS (point-of-sale) systems and office software (e.g., Microsoft Office, Google Docs).
· Ability to work flexible hours, including nights, weekends, and holidays.
· Strong communication skills, both verbal and written.
· Preferred:
· Post-secondary education in business, hospitality, or a related field or work experience also considered.
· Food Safety certification (e.g., Proserve, Alberta Food Certificate).
· Experience in developing and executing marketing campaigns, both online and offline.
· Familiarity with staff scheduling and labor management software.

Working Conditions:
· This position requires working in a fast-paced environment with constant customer interaction.
· Must be able to stand for extended periods, lift and carry light to moderate objects (e.g., boxes, supplies).
· This role involves some manual labor, such as moving inventory, cleaning, and managing café operations.
· Must be available to work flexible shifts, including mornings, evenings, weekends, and holidays.

Compensation and Benefits:
· Competitive pay based on experience.
· Employee discounts, time off, or bonuses.
· Opportunities for career advancement and professional development.

To Apply:
Please send your resume and a cover letter to info@hotcoffeecafe.ca or apply in person at Hot Coffee, 410 St. Albert Trail.

By applying for this position, candidates will have the opportunity to be a part of a dynamic team, contribute to a growing café, and play a significant role in creating a welcoming and successful business.

