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BUCKELEW PROGRAMS 
JOB ANNOUNCEMENT 

 
 

 
POSITION TITLE:  Café Assistant Manager 
DEPARTMENT:  Marin Social Enterprise  
STATUS:   Full-time (35 hours), Non Exempt 
REPORTS TO:  General Manager 
 
 
GENERAL SUMMARY: 
 
Reports to the General Manager the Café Assistant Manager is responsible for the day-to-
day management of Buckelew’s Blue Skies Café operation in Marin County from a business, 
financial and social mission perspective.  The Café Assistant Manager is responsible for the 
coaching, mentoring, and development to prepare and support Trainee job readiness skills.  
Consistently supports the mission and objectives of Buckelew Programs by maintaining the 
privacy and confidentiality of information, protecting the assets of the organization, acting 
with ethics and integrity, and adhering to applicable federal, state and local laws and 
regulations, and Buckelew policies and procedures.    
 
QUALIFICATIONS: 
 
Education:  High School Diploma or equivalent required; Bachelors’ degree or equivalent 
in business management, retail management and/or social services preferred; or an 
equivalent combination of education and work experience. Must be fluent in English.  
Education in working the mental health population preferred. 
 
Experience:  Three or more years experience working in the food service industry in a 
supervisory capacity.  History of working with the public and fostering good business 
relations.  Experience working with espresso equipment and making custom espresso drinks.  
Knowledge and experience in catering events, ordering and providing exceptional customer 
service.  Experience working with persons with disabilities, preferably mental illness, or in a 
related field is desirable.  
 
Skills/Abilities:  Ability to work in an independent, organized, calm and reassuring manner 
using good boundaries and good judgment; to be reliable, dependable and flexible; and to 
accept and provide supervision, suggestions and feedback.  Able to make on-the-spot 
decisions in a fast-paced work environment.  Good interpersonal and communication skills.  
Excellent customer service skills.  Ability to understand MICROS POS system.  Strong 
attention to detail with a work-ethic for high quality work.  Must have interest in working 
with persons with a behavioral health disability. Ability to work within all the rules, 
regulations, and policies that govern agency compliance. Organizational skills required as 
well as a flexible schedule and hours based upon café and catering needs.  Valid California 



 

drivers’ license, personal automobile for use on the job with an insurable DMV record and 
automobile insurance.  Must have or maintain a management level Safe Serve certification.  
Bilingual Spanish/English skills preferred. 
 
Physical requirements:  Capable of the following intermittent activities:  stretching, 
bending, kneeling, twisting, squatting, reaching above or below the shoulder, pushing, 
pulling, grasping, and lifting up to 40 pounds.  Job frequently requires standing, walking, 
stooping, lifting, talking and hearing as well as the use of fine motor skills.  Utilizes cleaning 
products and equipment. Vision requirements: Ability to see information in print and/or 
electronically.   
 
ESSENTIAL DUTIES AND RESPONSIBILITIES: 
 
The statements contained in this job description are general details of the position that are 
necessary to describe the principal functions of this job, the level of knowledge and skill 
typically required and the scope of responsibility, and are not an all-inclusive listing of work 
requirements. This job description in no way implies that these are the only duties, including 
essential duties, to be performed by the employee occupying this position.  The employee is 
responsible to perform other related work that is assigned or that should be performed to do 
the job well.  This is a guideline to help understand the responsibilities of the job and a tool to 
help measure your performance regarding the position.  Also, reasonable accommodations will 
be made to enable an employee with a disability to perform the essential functions of this 
position: 

1. Ensure cafe is opened and closed promptly according to posted hours of service and 
according to opening and closing procedures. 

2. Provide daily oversight to the Blue Skies Café in San Rafael to be a positive, productive 
and customer-service driven setting which results in at least breakeven outcomes and 
profitability while remaining true to the mission, vision, and values of Buckelew 
Programs. 

3. Ensure customer satisfaction with food, drink, and catering orders. 
4. Maintain all café/barista equipment in good working order and schedule repairs as 

needed. 
5. Conduct ongoing crew member trainings with trainees and peer mentors on a quarterly 

basis as well as monthly required safety training.  
6. Ensure adequate inventory and storage of supplies and food items.  Monitor inventory, 

working closely with vendors, and maintaining supplies.  
7. Perform and instruct trainees on cleaning tasks in accordance with cleaning standards to 

ensure that café setting is a clean and sanitary environment. 
8. Responsible for maintaining register log, entering receipts of the day and making bank 

deposits on weekly basis to ensure accurate accounting of all sales and balances.  
9. Responsible for menu development, production, and costing of bake goods and food 

items. 
10. Track and invoice all catering services. 
11. Represent Buckelew Programs to the community in a professional and positive manner. 
12. Have knowledge of, and experience using organic and seasonal ingredients and product 

per Blue Skies Cafe mission statement. 
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13. Coordinate staff and trainee schedules.  Insure records are maintained for payroll and 
other reporting. 

14. Train participants towards successful employment strategies and general soft skills and 
basic work habits including but not limited to:  teamwork, social skills, customer service, 
problem resolution, reliability, dependability, personal appearance, and interaction with 
supervisor. 

15. Develop and implement individual plans to develop appropriate work habits, i.e. 
reliability, dependability, personal appearance, interaction with co-workers, interactions 
with supervisor, appropriate work behavior. 

16. Train clients in food service and beverage preparation and cash register usage. 
17. Practice and instruct trainees to use food safety procedures and proper equipment 

usage. 
18. Assign, supervise, schedule, and motivate trainees and peer mentors (crew members) to 

teach high quality customer service. 
 
OTHER FUNCTIONS: 
 
This job description is not an exclusive list of roles and responsibilities while working in this 
position.  You will be responsible for performing other work that is assigned or that should 
be performed in order to do the job well; this is a guideline to help understand the 
responsibilities of the job and a tool to help measure your performance regarding your 
position.   
 
 
Wage Range:  $18.00 - $20.00 per hour DOE 
 
Status: This position is non-exempt, full-time (35 hours weekly).   The schedule 
typically is Monday through Friday with some variation for catering and meetings. 
 
To Apply: 
Please send resume and cover letter to: 
Dave Ohman, Social Enterprise General Manager 
Buckelew Programs 
daveo@buckelew.org 
 
*Deadline for internal applicants: February 2, 2016  
 
Buckelew Programs reserves the right to modify, interpret, or apply this job description in any way that does not violate federal, state, and 
local laws and regulations and Buckelews’ policies and procedures.  This job description is not an employment contract, implied or 
otherwise.  The employment relationship remains “At-Will.”  The abovementioned job requirements are subject to change to reasonably 
accommodate qualified employees who, because of a physical or mental impairment that significantly limits a major life activity, require a 
reasonable accommodation to perform the essential functions of this position. EOE/AA 
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