POSITION DESCRIPTION: Café & Retail Supervisor
Kilby Historic Site, Harrison Mills, BC

Under the direction of the Executive Director the Café & Retail Supervisor will undertake
the following tasks and duties:

Summary of Function:

The café & retail supervisor is responsible for all facets of the retail operations of the
restaurant and gift shop at Kilby Historic Site. During the shoulder season the supervisor
is the cook, and provides service to the 40-seat restaurant; manages admissions and
ensures excellent customer service.

Responsibilities:

Responsible for all aspects of operating the retail department including
processing of all earned income for restaurant, gift shop and site admissions.
Responsible for recruitment and hiring of staff & volunteers (Postings/Evaluation
of Resumes/Interviews) including Evaluation, Discipline and Termination when
required.

Responsible for preparation of food & customer service in the shoulder season
Ensure customer satisfaction & resolve customer complaints

Responsible for all store staff requirements by scheduling and assigning
employee’s tasks & following up on work results.

Achieves financial objectives by preparing an annual budget; scheduling
expenditures; analyzing variances; initiating corrective actions.

Ensures availability of merchandise and services by purchasing food supplies,
working with consigners and maintaining inventories.

Formulates pricing policies by reviewing merchandising activities and maintaining
menu items; determining prices; manufacturer Kilby brand jams and preserves;
studying trends and sales.

Responsible for menu planning and purchasing food & supplies in a cost
effective manner.

Monitoring & working to improve all aspects of the visitor culinary experience.
Protects employees and customers by providing a safe and clean store
environment by complying with legal requirements.

Provides leadership and direction to staff based on the standards upheld in both
the tourism and museum industry; should include World Host, Food Safe and
Serving It Right.

Determines improvements by reviewing operating and financial statements and
departmental sales records.

Contributes to team effort by accomplishing related results as needed.



Knowledge, Skills and Abilities:

A secondary school diploma is required

Compiletion in culinary arts course; or equivalent work experience required
Completion of a food service administration, hotel or restaurant management
course or work experience, an asset

Excellent sales skills

Excellent customer service skills

Good communication skills

Leadership skills

Computer and business skills

Excellent organizational skills

Knowledge of the products, services, sector, industry and local area
Knowledge of relevant legislation and regulations

FOODSAFE

World Host

Conditions:

Required to wear period costume.

Non-smoking site.

Must have own transportation.

Must obtain security screening (criminal record check)

Fax Resumes: (604) 796-9592 or Email: humanresources@kilby.ca
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