JOB DESCRIPTIONS 3%

Catering Officer

Summary:

This position is required to ensure that the club’s canteen is fully operational at each home
game. He/she will also be the principal co-ordinator for any catering concession awarded
to the club

Responsible to:

Vice President

Responsible for:

All volunteers rostered to help with club catering and canteen activities

Role:

1. Estimate food and beverage supplies required for each home game canteen and
negotiate provision with suppliers. Organise a roster of volunteers to pick up
provisions and man the canteen.

2. Wherever necessary obtain the necessary licences for canteens and that maintain
accurate records.

3. Ensure a cash float is available and at the end of the day an accurate cash
reconciliation is to be undertaken. The cash is to be handed to the Club Treasurer
(or his/her delegate) at the end of the day.

4. Undertake stock takes of supplies and adjust orders as necessary so that excess
stock is not retained.

5. Where the club is awarded catering rights at other than home games prepare a

logistical plan that embraces:
- Food & beverages supplies and suppliers
- Cool room hire/ice
- Licences
- Provision of equipment
- Facilities available on site + any additional requirements
- Transport of equipment & availability
- Return of any excess supplies
- Roster of volunteers
- Cash float & subsequent reconciliation
6. Evaluate canteen operations and faciliies and make recommendations to the
Executive on improvements

Performance Measures:

o Profitable canteens are conducted at each home match with reconciled cash reports
provided to the Treasurer at the conclusion of the day
o Financially sound catering provision arrangements are negotiated with suppliers

annually




