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	Job Title:
	CAFÉ ASSISTANT 

	Position:
	PART TIME

	Division:
	COMMERCIAL SERVICES

	Responsible To:
	SUPERVISOR CAFÉ 

	Responsible For:
	N/A

	Job Purpose:
	Prepare food and hot drinks to specified guidelines and ensure the Airport café delivers the highest standards of food safety, with great customer service.  Reduce wastage through good kitchen practices and hygiene.

	Job Band:
	C

	Date updated:
	July 2025


to tatou orama e te akakoro`anga  – our Vision and mission
	Te Orama – Our Vision
	Te Akakoro`anga – Our Mission (Purpose)

	“E kaveinga tumanava no te Pasifika ki roto i te Tu`anga Tau-Manureva”

Leading the Pacific way in Airports


	Kia rauka te turanga meitaki roa atu na roto i te: 

· Akonoanga i to tatou aronga angaanga

· Akatupuanga i te meitaki e te au

· Turanga moni matutu
· Akatinamouanga i te turanga akapouanga moni kore

· Akonoanga i te aorangi i roto i tatou au angaanga

To achieve excellence in:

· Investing in our people

· Improving on Safety and Security

· Financial Stability

· Adopt cost-effective practices

· Implement environmentally sustainable operations



OrganisationAL STAFFING STRUCTURE
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KEY RESULT AREAS (KRA’s)/Outputs
	KRAs for this position (maximum of 6)
	Key Performance Indicators (use SMART principles)

	KRA 1: Operations Management

Tasks:
· Make all food and drinks to the prescribed recipe specifications.
· Serve hot and cold beverages, sandwiches, cakes, and other food items.
· Complete a variety of differing food options and dietary requirements to increase customer choice.
· Check stock levels and replenish when required.
· Process customer transactions accurately and efficiently using the point-of-sale (POS) system. 

	Key Performance Indicators (KPIs)
· Food and Drink Quality: Ensure 100% adherence to recipe specifications with zero customer complaints related to incorrect ingredients or allergens.

· Customer Satisfaction: Achieve a 90% or higher customer satisfaction rating for food and beverage service.

· Variety and Availability: Maintain a diverse menu with at least 5 different food options available at all times.

· Stock Management: Ensure stock levels are sufficient for 100% of operating hours with zero instances of stockouts.
· End of shift POS system complete. 

	KRA 2: Food Standards & Orders

Tasks:
· Maintain awareness of short-dated food stock and minimize wastage.
· Reduce wastage of short-dated stock by actively preparing food options to include this stock.
· Ensure all products are stock rotated, well displayed, and organized to maximize sales and minimize wastage.
· Complete regular checks and audits to guarantee food safety standards are met.
· Check deliveries upon POS receipts/reports to ensure accuracy and quality.
	Key Performance Indicators (KPIs)

· Wastage Reduction: Reduce food wastage by 10% quarterly through effective stock management.

· Stock Rotation: Ensure 100% compliance with stock rotation procedures.

· Safety Audits: Achieve a 100% compliance rate in food safety audits with no critical violations.

· Delivery Accuracy: Maintain a 99% accuracy rate in stock deliveries with discrepancies resolved within 24 hours.
· POS reports complete. 

	KRA 3: Workplace Management

Tasks:
· Maintain a clean, tidy, and hazard-free café work area.
· Report any incidents that may jeopardize the safety of staff or customers.
	Key Performance Indicators (KPIs)

· Workplace Safety: Achieve a 100% compliance rate with safety checklists and protocols.

· Incident Reporting: Report and resolve 100% of safety incidents within 24 hours.

· Assist in servicing and cleaning cafe equipment.


	KRA 4: Training, Licensing & Shift Management

Tasks:
· Undertake and complete training required for upskilling/self-development and new staff, including food safety.
· Ensure all required licenses are up to date, including food handling, barista certification, customer service Kia Orana values, and liquor license.

· Ensure all international flights are covered with the operation of the café through rostered shift work.


	Key Performance Indicators (KPIs)

· Training Completion: Ensure 100% completion of required training for self and new staff, including food handling, barista certification, customer service Kia Orana values, and liquor license.

· License Compliance: Maintain 100% compliance with up-to-date required licenses.

· Shift Coverage: Maintain 100% shift coverage with no unfilled shifts during operating hours.

	KRA 5: Performance Development Plan (PDP)

Tasks:
· Ensure the completion of PDP according to requirements – Planning stage, Mid-cycle stage, and Final Review, and send as required to the Supervisor Cafe. 
	Key Performance Indicators (KPIs)

· PDP Completion: Achieve a 100% completion rate of PDPs within the specified timelines.



	KRA 6: Health & Wellbeing
Tasks:

· To create a healthy life style for staff

· Attend AACI Health and Wellbeing activities.

· Attend AACI Health screens

	Key Performance Indicators (KPIs)

· Staff have tried to adopt a healthy lifestyle, no fizzy drinks at work, nutrition, smoking, overeating etc.

· Attend activities that AACI provide including fitness programs, Akauka, etc.

· Health check shows improvement on BMI, blood pressure reading, sugar levels, 

· Use AACI gym

· EGM/Manager to provide a written monthly report of the outcome to CE, copy HR.


WORK COMPLEXITY
	Indicate most challenging problem-solving duties typically undertaken (3-4 examples):

	1
	Understand the operations of hot beverage machines.

	2
	Be aware of safety procedures when working in the café area and the terminal as a whole.

	3
	Keeping Good customer service.

	4
	Adhere to Airside Rules at ALL times.

	5
	Ensuring food and beverage stock are kept to required standard.


Authority

Authority levels expressed in terms of routine expenditure, granting loans, and recruiting and dismissing staff. (Explain the authority if any) 

	Financial
	NO

	Staff
	NO

	Contractual
	NO


Functional Relationships
The requirement for human relations skills in dealing with other personnel and external contacts. (List the external and internal types of functional relationships)

	Internal
	Nature of Contact

(Heavy, Medium, Light)
	External contacts
	Nature of Contact

	SUPERVISOR CAFE

	Heavy: 

Courtesy, giving and receiving information
	Travelling passengers, airlines, Border control staff, and suppliers, concessionaires staff
	Medium:  

Courteous, Serving, giving and receiving information.  

	MANAGER COMMERCIAL

	Light: 

Day to day operations
	
	

	EGMs

	Light: 
Courtesy
	
	

	Lining Staff
	Heavy:
Day to day operations.
	
	

	Other Staff and Divisions


	Light:
Courtesy
	
	


QualificationS (or equivalent level of learning) 

Level of education required to perform the functions of the position. This combines formal and informal levels of training and education.

	Essential: (least qualification to be competent) 
	Desirable: (other qualifications for job)  

	Completed Level 2 NCEA Certificate
Completed Barista training & Hospitality setting
Good Customer Service
	Experienced barista & Food and Beverage
Experienced people management skills


Experience

The length of practical experience and nature of specialist, operational, business support or managerial familiarity required. This experience is in addition to formal education.

	Essential: (least number of years to be competent)
	Desirable: (target number of years you are looking for)

	· 2 years’ experience working in café 
· Good customer Service
	· 4 years’ experience in hospitality environment


Key Skills /AttributeS/JOB Specific Competencies

	Level of ability required for the job 
	

	Expert
	Good awareness and understanding with all applications of the skill/knowledge in being a Café Assistant.  Would be recognised by others as an expert in this skill/could be expected to train others in this skill.

	Advanced


	Good understanding of skills/knowledge area. Able to pass on skills in this area. Recognised by colleagues as having proven skill/knowledge in this area.

	Working


	Sufficient skill to apply to a day-to-day operation in a fluctuation environment/does not require supervision for routine tasks

	Awareness


	Good understanding of skill/knowledge area of human resources.


CHANGE to JOB description

Changes to the Job description may be made from time to time in response to the changing nature of the Agency work environment - including technological or statutory changes.

Approved:

Chief Executive Officer

Date

Employee

Date
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