CATHOLIC CHARITIES

JOB DESCRIPTION

Job Title:  Supervisor - Assistant (St. John’s Breadline)
Job Category:  A3  

Location:
Springfield
Job Description:  Responsible for assisting the supervisor with the day to day operations and managerial duties of the Catholic Charities St. John’s Breadline with regard to the general maintenance of the building and equipment, proper utilization of all food, responsible handling of rules and procedures and with Public Health sanitation and food handling standards.



Job Duties:  

1.  Assists SJB Supervisor by directing Breadline employees and volunteers and performing work as necessary to assure that:



a.  wholesome food items are served on a timely basis;

b.  all food items, both donated and purchased are used in an efficient manner and are stored in a safe, orderly and logical manner.



c.  food storage areas are maintained in a clean and safe manner.

d.  dishes, pots, pans, utensils, floors, kitchen equipment and tables are washed daily and otherwise maintained in compliance with all Health Department regulations.

2.  Enforces Breadline rules with sensitivity, firmness, dignity and respect for the guests.  This requires that the Assistant Manager be present in the serving area throughout the serving times.

3.  Secures routine maintenance service on all Breadline equipment and building after consultation with supervisory personnel and recommends that major service work be considered based on observations of the condition of said equipment and building.

4.  Oversees the operational food and supply inventory needs and maintenance of these for the Breadline.
5.  Greets, recruits, trains and schedules volunteers. Obtains coverage for staff shortages cause by call offs by either covering the shift or finding another staff to cover the shift.
6.  Schedules Public Service Workers in conjunction with the Official Regular Volunteers and weekend group volunteers.

7.   Tracks and records meal, volunteer, community service and other data for reporting purposes

8.    Assists Supervisor with planning and execution of special events and fundraisers.  Attends special events and fundraiser. 

9.   Other duties as assigned.

Reports To:  Supervisor of St. John’s Breadline

Minimum Qualifications:  



1.  Associate of Arts degree preferred.

2.  Organizational and people management skills with three years’ background in food service management experience.

3.  Mature individual with a demonstrated ability to work well with persons who are socially, economically or physically disadvantaged.  Sensitivity and respect for people in need who may be under stress i.e. substance abusers, mentally ill and the ability to work within a management team concept and the philosophy of the Catholic Charities mission.

4.  Ability to accept instructions and apply them in a logical and reasonable manner and to make productive use of time.

5.  Initiative, flexibility and entrepreneurial spirit.

6.  Must have, or be willing to acquire, a current Food Handlers card as required by the Illinois Department of Public Health.

7.  Valid driver’s license.

Related Job Requirements:  Weekend and holiday work as required.  Some travel as required.  Availability outside the usual hours of Catholic Charities.
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