Rocky Mountain Roasting Co. Job Description

Position: Store Manager

Reports to:  Senior Manager and Ownership

Position Summary: Responsible for coordinating and overseeing store operations including customer service, product quality and consistency, employee development and relations, inventory management, and administrative requirements.  Fundamental to success in this position is the willingness to work a varied schedule to establish familiarity with all employees and all shifts. 

Duties and Responsibilities:

General
· Maintain a positive representation of RMR at all times.

· Maintain an energetic, respectful, and positive work environment.

· Work actively with the rest of the company to improve efficiency and profitability. 

· Communicate with RMR and staff, openly and honestly, in a manner that builds trust throughout the company.  

· Consistently adhere to and enforce RMR policies, procedures, and guidelines. 

· Show care and responsibility to the store and seek appropriate help or answers when required.

· Work cooperatively with RMR to insure the smooth operation of the company including assisting operations at stores other than their primary location. 

Personnel
· Accountable for keeping staff morale and enthusiasm high (development, empowerment, and delegation, RMR approved incentives).

· Accountable for employee staffing including interviewing and hiring.

· Accountable for creating and maintaining employee files.   

· Develop employee work schedules to reflect performance-based opportunity.

· Promptly report high risk Human Resource issues to RMR.

· Accountable for orientation and training expectations of new hires.

· Accountable for continual development and coaching of employees (including formal and informal performance feedback, counseling, discipline, and termination).

· Accountable for enforcing RMR standards for dress and personal appearance.

· Enforce expectations of the barista position.

Customer Service
· Ensure guests experience a high level of customer service - sincere, timely, accurate, and knowledgeable.  

· Ensure staff members develop a familiar relationship with all regular customers and promote customer incentive programs.

· Ensure guest concerns are resolved within the parameters established by RMR; approach each situation as an opportunity to teach staff and solidify customer relations.

· Familiarize staff and guests with RMR’s coffee blends, teas, and food items.
Product Quality, Consistency, and Quantity

· Maintain expectations for the preparation of hot and cold drinks including standards for processes, temperatures, and presentation.

· Accountable for expectations of portion control and waste prevention.  Establish proper rotation of all coffee, dairy, and food items.

· Ensure proper food handling, safety, and sanitation standards are maintained and enforced.

· Responsible for maintaining inventory levels that accommodate demand while minimizing idle cash.

· Responsible for timely adjustments of par levels and anticipation of seasonal and community events that may temporarily influence demand. 

· Accountable for timely and accurate completion of monthly inventories.

· Accountable for timely and accurate submission of pick-lists.

Operations

· Demonstrate proficiency in all areas of store operations through hands-on involvement.

· Accountable for clean and properly stocked counters, coolers, and condiment areas.

· Monitor and clean equipment to ensure proper operation; immediately notify RMR of any equipment concerns

· Ensure clean, orderly, and safe facilities (interior and exterior).

· Ensure the proper operation and cleaning of grinders, espresso machines, refrigeration units, and coffee brewers.

· Accountable for maintaining standards for cleanliness of work stations.

· Accountable for updating and maintaining the Aloha POS system. 

· Accountable for cash control procedures; over/shorts must be investigated and explained.

· Accountable for monitoring the accuracy of payroll reports.

· Monitor air pots, cambros, and the meeting room schedule to ensure guest satisfaction.

Qualifications:

· Must be able to positively work with others, contributing to a positive work environment and to positive guest experiences through sociability, enthusiasm, and energy.

· Must have a high level of interpersonal skills in order to tactfully and respectfully address co-worker and guest concerns.

· Must demonstrate knowledge and proficiency in all areas of barista duties and responsibilities.

· Must be able to multitask and to prioritize.

· Must be able to assess situations quickly and objectively; endeavor to resolve issues in the best interest of the guest and RMR

Work Environment:  The employee must be able to work in an environment that is fast paced with moderate to high noise levels.  Exposure to hot and cold liquids as well as chemicals common to the industry.  The position involves constant standing and bending, occasionally lifting/moving up to 50 pounds.  Regular activities require quick movement and repetitive motions. 

I have read the job description for my position and understand the duties, responsibilities, and qualifications necessary to fulfill the obligations of this position. 

_____________________

Employee Name

_____________________

Employee Signature

___________

Date

