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KETCHIKAN INDIAN COMMUNITY
JOB DESCRIPTION

	

	Position: 
	Barista, Part-time
	Reviewed by:
	

	Department:
	Economic Development
	Supervisor
	May 2004

	Reports to: 
	Gaming/Espresso Manager
	HR Director
	May 2004

	Status:
	(  Exempt
	×  Non-exempt
	Approved by:
	

	Part-time, Permanent
	Chief Executive Officer
	May 2004

	Indian Preference:  In accordance with the Indian Preference Act of 1934, application for the position must include verification of Indian blood.  


Purpose:  

Ketchikan Indian Community (KIC) job descriptions are a management tool to help organize duties and provide employees with the employer’s expectations with regard to a specific job classification.  The duties listed are intended only as illustrations of the various types of work that may be performed.  The omission of specific statements of duties does not exclude them from the position if the work is a reasonable assignment for the position.  This job description is not an employment agreement or contract.  Management has the exclusive right to alter this job description at any time without notice.
Job Summary
Responsible for espresso stand customer services including but not limited to greeting, taking and filling orders, issuing charges, and collecting payment.  Also responsible in maintaining food variety for customer selection and necessary inventory.
Essential Customer Service Job Functions
· Records customer orders by clarifying selection and entering order into cash register;

· Issues charges by verifying orders; calculating taxes; totaling bill;

· Receives payment by validating charges; approving checks, accepting currency; calculating and issuing change;

· Fills order by retrieving items from prepared stock, preparing requested items, loading containers;

· Reconciles cash drawer by proving cash transactions; listing checks and employee account charges;

· Safeguards revenues by completing cash and check deposit slips; arranging for deposit; and determining opening cash supply;

· Provides information to customers by answering questions and requests;

· Supports other departments by establishing routine delivers of standard orders and determining other predictable supply needs;

Essential Food Service Job Functions: 

· Prepares food by placing and displaying food in serving containers;
· Provides information to customers by answering food preparation questions and resolving special requests;

· Maintains food by notifying Espresso Manager of shortages and replenishing food at work station;

· Protects customer and employees by adhering to sanitation policies and procedures; maintaining a safe and clean working environment at all times.
· Keeps equipment operational by following manufacture’s instructions and established procedures.

· Maintains a safe and healthy work environment by following organization standards and legal regulations, removing refuse, cleaning tables and work area;

· Fills stock items by following recipes or instructions; retrieving items from inventory;

Essential Inventory Clerk Job Functions:
· Maintains supplies by checking stock, anticipating needs, and restocking;
· Controls inventory by conducting physical counts and reconciling with inventory system;

· Notifying supervisor when reorder points are reached;

· Retrieving unused or excess supplies and equipment and re-entering them to inventory;

· Verifies items received by identifying information of items;

· Comparing count/measure of items to purchase order and packing list;

· Inspecting condition of items;

· Replaces damaged items and shortages or obtains credit by informing Supervisor of damage or shortage; returning damaged items; and requesting new items;

· Maintains inventory by marking and placing items in stock; establishing inventory reorder points; and reporting items to be reordered;

· Prepares inventory reports by collecting and analyzing information on stock usage;
· Maintains inventory operations by following policies and procedures and reporting needed changes;

· Perform other related duties as directed by Espresso Manager.
Physical Activities Include:  

Must be able to hear.  Specific vision abilities include close vision, distance vision, color vision, peripheral vision, depth perception, and the ability to adjust focus.  Ability to use hands to finger, handle, or operate objects tools, or controls; reach with hands and arms; climb or balance; stoop, kneel, crouch; and taste or smell.  Each of the listed activities also requires standing, sitting, walking, bending, and stooping, climbing on stools and ladders, and routinely lifting and carrying items and boxes up to forty (40) pounds.

Knowledge, Skills, and Abilities
· Knowledge of all espresso, popcorn, microwave, refrigerator, vending machine, and other minor products and equipment.

· Ability to greet people, is friendly, courteous and helpful, but assertive manner.
· Ability to communicate professionally over the telephone and in person in a positive and clear manner.

· Ability to manage simultaneously multiple tasks, including telephone, espresso machine operations, and in person visits.

· Ability to be flexible in order to perform at the highest level as a team player.

· Ability to utilize maximum degree of professionalism and diplomacy with those who may be experiencing a high degree of stress both mentally and/or physically (for both patients and co-workers.)

· Ability to work independently with minimal supervision and able to prioritize assignments.

· Ability to take verbal instruction and complete assigned project by established deadline.

· Ability to maintain confidentiality of all operations, client/patient interaction, and co-worker communication.

Education and Experience
High school diploma or GED required.  Prefer six month experience in espresso machine operations.
Any combination of related education and/or related experience will be considered if the candidate posses the demonstrated ability.  

Working Conditions
Work is performed in a confined area with limited storage, filing and workspace. Exposure to high heat temperatures machinery required.  People asking questions/directions frequently interrupt incumbent.
Individual must be able to pass a pre-hire drug screen 

and Full Background Investigation

Native Preference in accordance to P.L. 93-638

Full Job Description available with Human Resources or at www.kictribe.org 
Applications to: 

Ketchikan Indian Community

Attn:  Human Resources

2960 Tongass Avenue

Ketchikan, AK 99901

Fax:  1-800-757-7040

Closing Date:
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