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Job Description

Job Title:

Tea Bar Refreshments Worker  

Location:

HMP Ashfield (Bristol) 
Responsible To:    
POPS’ Family Services Manager   

Hours:


18 hours per week (Shift Pattern. Friday, Saturday to Sunday on a rota basis)             
Salary:


£11.44 per hour (Plus optional 3% pension contribution)  

About POPS:

POPS (Partners of Prisoners & Families support Group) is a Charity set up to support the loved ones of those in prison and on community sentence. The Charity was founded by prisoners’ families in 1988, we currently provide Family Support services in 15 prisons across the Northwest; Yorkshire & Leicester . 

We have recently partnered with SERCO, who have been commissioned by HMPPS to operate HMP Ashfield, Bristol. 

POPS is contracted by Serco to provide family & relationship support to those visiting a loved one at HMP Ashfield.
This is an exciting time to become involved in the delivery and development of our Family Service as at HMP Ashfield, we are looking for people who can demonstrate a commitment to the ethos of our organisation to join and be a part of our new POPS team. Training for the role will be given.  

POPS values diversity. We welcome and encourage job applications from people from diverse backgrounds. We particularly welcome applications from disabled and Black, Asian and Minority Ethnic candidates.
PURPOSE OF THE POST

The purpose of the post is to operate the tea bar refreshment service in the prison visit hall. The post holder will sell and serve a range of hot and cold snacks and drinks to prisoners and visitors attending weekly visit sessions, maintain cleanliness of the refreshment area and collate stock take and ordering. 
TASKS
· To operate the refreshment area in the prison visit hall.
· To sell and serve visitors a range of hot and cold snacks and drinks.
· Ensure stock availability carrying out weekly stock checks and submitting stock orders.
· Manage sales transactions, including daily till reconciliations. 
· Work flexibly on rota/shift basis. Including weekend and bank holidays. 

· Carry out any other work-related duties as requested by POPS’ Family Service Manager. 
· Operate within the required Health and Safety legislation for food service outlets.
· Comply with POPS and Prison Policies and Procedures.
Person Specification

The following are the minimum essential criteria, which will be used to assess your application form. Please ensure that you cover the criteria in your answers, including all your experience both paid and unpaid.

	CRITERIA


	Description
	

	QUALIFICATION
	Health and Hygiene Level 1 (training can be given) 

	Essential 

	EXPERIENCE
	Experience of working in a customer service environment 
Experience of using tills and cash/stock control systems

Experience of working in a team and with limited supervision.

Experience of working in café or food service environment  


	Essential

Essential

Essential

Desirable 


	SKILLS AND

ABILITIES
	Literature and numerate
Able to work quickly, accurately and calmly within a busy environment
Good communication skills.

ICT Literate, able to use Microsoft Office, including Outlook email 


	Essential

Essential

Essential

Essential



	WORK RELATED

CIRCUMSTANCES


	Enhanced DBS and prison vetting/clearance required 
Ability to work flexibly, shift pattern including weekend/ bank holiday working will apply

Willing to undertake training related to the role.   


	Essential

Essential

Essential



	PERSONAL

QUALITIES
	Ability to work with people form diverse backgrounds and cultures

Good interpersonal skills to include good listening and communication skills

Adaptable and flexible. 


	Essential

Essential

Essential 
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