Role Description for Tea Room Coordinator
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Tea Room Coordinator

The Trustees of Ramsey Rural Museum are recruiting to this important visitor facing role. This is a
voluntary position, reporting into the operations committee. Hours for the role vary across the
year, with the most time needed in the run up to and during the open season. Training will be
provided. Voluntary experience is welcomed.

Ramsey Rural Museum is a charity registered with the Charity Commission, Accredited with the Arts
Council England and is operated entirely by volunteers.

Role summary:

The volunteer in this role will work with other volunteers and lead the tea room team to ensure the
Museum’s tea room provides a warm welcome for all visitors during the open season. The volunteer
will coordinate the other tea room volunteers, ensure the tea room is stocked and be a team
member of operations committee.

The role will require a few hours most weeks, in the run up to and during the open season (March-
October); the operations committee meets once a month, it is possible to attend online.

The Tea Room Coordinator will need to undertake some specific training for this role relating to food
hygiene regulations. The Museum will arrange this training.

Key tasks Tea Room Coordinator

Lead on all aspects of the Tea Room, with support from other volunteers including:

¢ Ordering and purchasing stock for the tea room within spending limits set by the operations
committee

e Ensuring the tea room is clean and volunteers trained in good hygiene

e Coordinate the tea room volunteers to ensure the tea room is open for visitors

e Be a part of the operations committee

e Be a member of the volunteer team that works in the tea room

Person Specification

Essential

¢ Enjoy working with people with positive communication skills

¢  Willing to undertake required training

e Supportive of equalities, diversity and inclusion

¢ Experience of cash handling, key holding or similar responsibility
e Able to get to Ramsey Rural Museum

Desirable
e Experience in hospitality, food and drink or a similar customer facing role

¢ Aninterestin local history

References will be required.
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