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JOB DESCRIPTION 
 
Job Title:  The Old Library Cafe, Cafe Lead  
 
Start Date: September 2020 
 
Location:  The Old Library, Bodmin, Cornwall 
 
Hours: 20 hours per week 
 
Responsible to: CEO 
 
Term:  Fixed term until 31st March 2021 
 
Salary: £23,0000 per annum Pro Rata 
__________________________________________ 
 
JOB DESCRIPTION  
 
The Old Library Cafe, designed by Boaz Studio, was opened to the public in September 
2019. It was initially leased on a franchise basis to Ola Cafe. intoBodmin CIC have now 
taken over the running and have developed a short term trial to utilise the space and 
facilities while responding to the fact that individuals and households across Bodmin face 
financial and wellbeing hardship due to the current pandemic crisis. The cafe is currently 
run by the interim Cafe Lead and a small team of volunteer staff. It opens 4 days a week, 
offering a very simple menu of drinks, cakes and a soup on a Pay What You Decide basis. 
The cafe operates under full covid guidelines and has 8 outdoor tables and 4 indoor 
tables. It is open from 11am-2pm Wednesday - Saturday. The project is made possible 
through reinvestment of money saved through furloughing other staff. We hope the cafe 
will cover it’s costs but anticipate that the Pay What You Decide scheme will likely 
become a ‘happy hour’ type event and that a more regular cafe operation will surround 
it. To this end, there is scope for the cafe and this role to increase, should capacity and 
turnover allow and we would work with the successful candidate in developing this. 
 
We are looking for - 
- Someone with professional catering experience, who will run a safe and productive 
kitchen and cafe. 
- Someone who can prepare food and manage the volunteer recruitment, rota, training 
and supervision.  
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- Someone with a passion for community engagement who would be keen to help us 
create and shape the community cafe offer, including working closely with supporting 
and training volunteers. 
 
KEY RESPONSIBILITIES 

 
 

• Work with the intoBodmin staff and board members to create a vibrant and 
respected cafe. 
• To develop and manage relationships with customers, volunteers and suppliers, 

including the possibility of using donated food. 
• To manage all aspects of the daily running of the Café including food 

preparation and restocking. Ensuring its smooth running and proper 
administration. 
• Continue the development of recipes for soups, cakes and baked treats, which 

could be made by other volunteers, if necessary.  
• Ensure that enough food is available for cafe operation. 
• Work with volunteers to train them in Front of House procedures and all health 

and safety and customer service policies that are created. 
• Work with suppliers and intobodmin to give training to volunteers. This may 

include barista training, Food Safety certificates etc. 
• Work with the volunteers to agree best use of yours and their time - this may be 

you spending more time in the kitchen and serving is left with volunteers or vice 
versa (depending on the skills and interests presented by volunteers). 

 
 

KNOWLEDGE AND SKILLS REQUIRED 
 

• Proven management and organisational skills -with thoroughness and attention 
to detail. 
• Proven leadership and ability to work on own initiative without supervision. 
• Proven cooking skills and knowledge of food 
• Food Hygiene or Food Handling Certificate is required (Assistance in achieving 

this will be made available)  
• Proven interpersonal skills -able to develop good work relationships, enjoy 

meeting and working with people at all levels and from diverse walks of life. 
• A working knowledge of budgets and budgetary control. 
• Energy and persistence to see tasks through to successful completion. 
• A working knowledge of Health and Safety requirements. 
• A pleasant personality with a sense of humour and the ability to establish a 

rapport with a wide cross section of society. 
• Experience of working with vulnerable people and/or managing volunteers. 
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NATURE AND SCOPE  
 
The success of the Cafe is dependent on the effectiveness of the management. The 
whole operation must present a friendly and welcoming environment in which customers 
and volunteers alike feel comfortable, enjoying excellent service. While receiving 
guidance from the CEO and Board Members, the successful development of the Café 
will depend to a large extent on the imagination, initiative and energy of the Cafe Lead. 
A combination of flexibility, enthusiasm, innovation and sound organisational skills is 
essential.  
 
This job description is not exhaustive and is liable to review following discussion with the 
job holder. As café duties permit, the post holder will be expected to undertake other 
tasks associated with overall management of the Old Library as directed by the CEO .  
 
OTHER INFORMATION 
 
All employees have a duty under the relevant Health and Safety at Work Laws to ensure 
that their working environment is kept free of hazards that may prove injurious to 
themselves, their colleagues and all those engaged in Cafe’s business, as well as any 
visitors. All employees have a duty to comply with the UK’s Equal Opportunities Policy in 
their contacts with other staff, customers and visitors. The Post Holder will maintain 
appropriate customer confidentiality information and will be expected to comply with all 
aspects of the Data Protection Act. 


