VIROQUA FOOD CO-OP

ASSISTANT DELI COUNTER MANAGER JOB DESCRIPTION

Purpose:  To coordinate Deli counter service to prepare attractive, healthy dishes for natural foods deli & bakery in order to help meet department goals for sales, margin, labor and customer service.

Status: Reports to Deli Manager


Supervises Deli Staff

Level V

Responsibilities:

Excellence in customer service is our primary goal. No other task should ever come before serving our customers.

Customer Service

A. Offer consistent, fair and respectful customer interactions (both internal and external customers).

B. Ensure a high standard to customer service store-wide according to established customer service vision and expectations.

C. Provide product information and educational materials to customers and staff.

D. Ensure quick response to customer questions and concerns.  Maintain communication through the customer comment box.

E. Understand and communicate the ‘cooperative advantage’ and the particulars of membership to shoppers and staff alike.  Work to advance the mission of the Viroqua Food Co-op through outstanding service to everyone we touch every day.
I.  FOOD PREPARATION

A. Oversee barista counter service and staff in preparing consistent deli offerings.
B. Oversee cleanliness and stocking of hot bar and coffee supplies, grab and go.
C. Provide ingredient information to Deli /PF Manager so that can be costed to meet margin goals.

D. Research and develop new recipes to recommend to Deli Manager.

E. Be a role model in counter services, food preparation techniques and customer service.

F. Develop par lists for coffee drinks, sandwiches of the month etc. on a monthly rotation; work with Deli Manager to accomplish pricing & signage once recipes are selected.

G. Maintain proper levels of soup on hand, recording and maintaining recipes.
II.  DEPARTMENT MAINTENANCE

A. Ensure counter and food storage areas are maintained in sanitary, orderly condition meeting Health Department standards.

B. Monitor par lists in department for waste and recipe adjustment.

C.
Ensure proper storage and labeling procedures.

D.
Ensure that unsellable items are properly disposed of.

E.
Participate in monthly inventory counts.

F.
Assists PF/Deli Manager with ordering to ensure adequate amounts of ingredients and food preparation supplies are on-hand.

G.
Maintain department equipment in working order.  

H.
Research and recommend equipment repair or replacement.

I. 
Ensure that established opening and closing procedures are properly carried out

J. 
Receive orders as needed
III.  PERSONNEL MANAGEMENT 

A.
Recruit and hire qualified applicants following established policy, with assistance from Deli Manager.

B.
Assists Deli Manager in the day to day supervision of the kitchen and barista staff including but not limited to development of daily schedules, managing leave requests, and SOP’s for department functions
C.
Document performance issues and take corrective action as needed following established policy. 

D.
Recommend pay increases within department budget and VFC pay scale.

E.
Organize and run counter service department meetings. 

F     Ensure barista counter staff are informed of policy changes (maintain sub-department notebooks).

G    Assist in maintaining and updating job descriptions for all applicable barista and other deli staff positions.

H. Responsible for covering counter staff shifts in last minute emergencies.
IV.  MISC.

A. Maintain communication with PFM on day to day issues for the counter.
B. Meet with PFM monthly to review and prepare monthly work plans.

C. Help to develop & implement efficient deli systems & procedures.
D. Must be able to lift 50lbs. repeatedly

E. Must be able to fill in at a moments notice

THE FOLLOWING ARE EXPECTED OF ALL STAFF AT VIROQUA FOOD CO-OP:

Customer Service
· Knows and adheres to VFC’s expectations for external and internal customer service as outlined in Employee Policy Manual.

· Recognize and act on opportunities to make a customer’s day or to make it right for customers with complaints.

Communication

· Communicates openly and honestly with all others in the organization.

· You must have a working phone that receives calls and/or text without delay.

· Communicates respectfully at all times.

· Does not expose customers to internal disagreements.

· Resolves conflicts respectfully and in a timely manner, asks for assistance from appropriate supervisor as needed.

· Communicates needs promptly and efficiently.

· Participates actively in department team and all-staff meetings.

· Stays informed by reading all communications from the General Manager, managers, HR, and in department log books.

Mission Integration

· Knows and promotes the cooperative principles and values.

· Understands Viroqua Food Co-op’s Mission and Ends.

· Knows Viroqua Food Co-op and Co-op history.

· Gains and shares natural foods knowledge, continually accesses new information.

Personal Effectiveness

· Reports for scheduled shifts, on-time and ready to work.

· Understands and adheres to organizational and department policy and procedures.

· Accepts and offers feedback and suggestions openly and respectfully.

· Accepts direction willingly and follows through with delegated tasks.

· Learns and adapts to new tasks or situations quickly and cooperatively.

· Maintains job-related confidentiality.

· Takes initiative to identify, report and resolve problems before they escalate.

· Operates with a sense of teamwork; incorporates into daily job.

· Provides a positive model for co-workers.

Performance Standards 

Quality of Work:

· Understands technical requirements of job, applies technical knowledge consistently.

· Performs tasks accurately and efficiently, free from errors.

· Performs all tasks according to department procedure.

Quantity of Work:

· Performs tasks consistently at an acceptable rate as outlined by department supervisor.

· Organizes tasks efficiently, maintains focus and stays productive.

· Achieves established goals and expected results for the department.

Safety:

· Maintains safe work environment according to all department procedures, federal and state regulations.

· Obtains and maintains any necessary licenses.

· Wears protective clothing as required for position.
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