
LIGHTHOUSE FUTURES TRUST 
JOB DESCRIPTION – KEEPERS (CAFÉ/KITCHEN ASSISTANT) 
 
Job Title  Café / Kitchen Assistant (more than 1 role available)  
 
Job Status  Permanent and Temporary.  
 
Hours of work Between 15-37.5 hours a week, including alternate Saturdays. There 

may be some flexibility around hours and days.   
 
Salary Scale  £8.21 an hour (potential uplift after probationary period) 
 
Report to   Store Manager (Keepers Coffee and Kitchen) 
 
Line Management  None  
 
Location The charity is based at Wira House, West Park, Leeds LS16 6EB.   

Keepers Coffee and Kitchen is at 76 Otley Old Road, Leeds LS16 6LQ 
 
This job description is not exhaustive and it is expected that the post holder will undertake 
additional duties on occasion, within their capabilities. This document will be regularly 
reviewed and changes will be made in consultation with the post holder.  
 
 

Job Purpose 
Working as part of a small team to deliver excellent customer service by serving: hot and 
cold drinks and food; gifts; pre-loved clothing. 

Assisting with food preparation in the kitchen.      

Ensure high standards of food and kitchen hygiene are maintained at all times 

Support other areas of work as required.   

Key tasks and responsibilities 

Café Support 

 Ensure that all customers receive high levels of customer service at all times, including 
providing a friendly and welcome on arrival.  

 Serve customers with requests for take-away food and drink, and for meals/drinks to 
be taken in the café, using the till system to accept and process payments.  

 Ensure customer orders are taken accurately and politely & be alert to customers 
requiring your assistance.  

 Use the coffee machine and tea urns to prepare hot drinks (training will be provided)  

 Ensure the café has the highest standards of cleanliness and is tidy and presentable at 
all times including:  
- Lay and clear tables, fill & empty the dishwasher 
- Help with setting up café in the morning and closing down/clearing at the end of 

the day.  

 Be familiar with the current menu, including any specials, in order to be able to 
answer any questions customers might have and in order to make recommendations 



 Ensure the shop gift displays are well maintained/presented/clearly priced and 
appropriately stocked at all times. 

Kitchen support  
 

 Assist the cook with the preparation of hot and cold meals.  

 Ensure that food preparation/work areas & equipment, including crockery and cutlery 
are clean and tidy at all times 

 Assist with deliveries and help keep the storeroom, fridges and freezers organized.  

 Ensure that basic cleaning jobs are carried out as quickly as possible 

 Ensure that the health and safety policies and procedures of the kitchen, store and 
café, are followed at all times 

Other responsibilities  

 Support the work of Job Coaches in delivering a learning programme for the students 
who come to the café for work experience.  

 Support the marketing of the store by delivering leaflets 

 Assist with occasional promotions and external events.  

Other  

Ensure that all relevant policies and procedures are followed at all times with particular 
reference to food hygiene, health and safety and safeguarding.  

Ensure risk assessments are in place and regularly updated.  

Build and develop the culture and ethos of the charity and promote positive team 
working and collaboration amongst all staff.     

Ensure that the charity’s values (pioneering, compassionate, person-focused, un-
stoppable, authentic) are clearly demonstrated in all aspects of work at both a team and 
individual level. 

Provide cover for absent colleagues as required – in line with areas of expertise.  

Maintain high standards in attendance and punctuality. 

Attend and participate in relevant meetings/professional development opportunities 
within the charity as appropriate, sharing your learning with others and improving your 
personal practices and effectiveness.  

Regularly reflect on the effectiveness of your role as part of the appraisal process, refining 
your approaches where necessary & responding to advice/feedback from colleagues 

To be flexible and work according to needs, performing any reasonable duties as 
requested by the CEO/Line Manager which may involve assisting other areas which are 
commensurate with the grading of the post. 

 
PERSON SPECIFICATION 

  
 Essential Desirable 

Qualifications Food Hygiene Certificate (or 
willingness to undertake further 
training) 

Maths and English GCSEs or 
equivalent 

Experience  Experience of working in a café / 
kitchen environment  
 

Experience of working in a small 
café 
 
 



Knowledge  
and Skills  

Knowledge of health and safety in a 
kitchen environment    
 
Ability to communicate effectively 
with colleagues and customers. 
 
Excellent customer service skills with 
a friendly and welcoming manner.  
 
Good personal time management 
skills, able to work independently 
and as part of a busy team. 
 

 Health and safety training  

Attitude  Enthusiasm for delivering an effective 
and efficient service.  
 
Ability to undertake the duties of the 
post with reasonable adjustments as 
required under the Equality Act 2010 
 
Ability to work flexibly to meet the 
needs of the service.  
 
High levels of resilience and the 
ability to remain calm under pressure   
 
Uphold the values of the charity.  

 
 

 
  
 


