
 
 
 
 
 
 

Job Description 
 
 

Job title Foyer Café Manager 

Reports to Venue Manager 

Direct reports  Foyer Café paid staff and volunteers 

Contract term Permanent 

Contracted hours 37 hours per week. Job share considered. 

 
Main purpose of the job 
To manage all aspects of the day to day running of the café within the Hub and to contribute to a 
professional and friendly social environment in which customers, paid staff and volunteers alike 
feel comfortable and enjoy excellent customer service. 
To be honest, reliable and trustworthy, with excellent timekeeping.  
Act as an ambassador for the Henderson Hub and work in a spirit of co-operation with Hub 
management and volunteers. 
To contact the Venue Manager immediately if an incident occurs that needs their intervention. 
 
Key Performance areas – Foyer Café Manager 
 

1. Open the Henderson Hub and follow defined daily set up procedures when required to do 
so by the weekly activity schedule. 

 
2. Develop and test an innovative refreshments offer, setting content and style policy on  

products that meets local demands and drives profitable turnover. Optimise stock 
availability and control wastage 

 
3. Ensure the delivery of quality foods and drinks, at all times complying with licenses and 

relevant food handling and hygiene regulations. Maintain an excellent level of hygiene and 
cleanliness in the catering service area, ensuring compliance with Environmental Health 
requirements, during café opening hours. 

 
4. Ensure a good state of cleanliness is maintained in the foyer in general, in cooperation with 

the Hub caretaker and escalating any concerns. 
 

5. Maintain excellent customer service standards in the Foyer Café. 
 

6. Line manage any paid Foyer Café assistants, creating effective job description, and holding 
regular reviews of performance, including an annual review of pay.  

 
7. Ensure Foyer Café paid staff and volunteers are rostered to maximise the efficiency of the 

operation and ensure optimum levels of customer service to meet variable demands. 
Manage, motivate and develop Foyer Café paid staff and volunteers to ensure they do their 
jobs to the best of their abilities, and in compliance with defined requirements. Ensure that 
company health and safety policies and procedures are followed at all times by all Foyer 
Café paid staff and volunteers. 

 
8. Safeguard cash and company property against theft, loss, damage or abuse, and escalate all 

potential security issues. Arrange for sufficient cash to be transferred to/from bank 
account(s) in order to meet day-to-day transactions. Manage cash taken in Café 
transactions. 
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9. Record keeping – Maintain records of retail activity. Prepare a monthly report for 

Management Committee. 
 

10. Deliver and develop the goals, aims and objectives set out in the Hub business plan. 
  

11. Assist with booking enquires and information requests from users of the Hub. 
 

12. Attend training and personal development courses related to the role of Foyer Café 
Assistant including keeping all food safety and hygiene qualifications up to date. 

 
 
 


