
R E S P O N S I B I L I T I E S

• Café Start-Up
• Assist in designing front-of-house and back-of-house layouts
• Assist in choosing equipment, menu items, vendors and suppliers

• Café Management 
• Recruit, train and lead volunteers, ensuring appropriate coverage and rotations for all 

hours of service
• Work with Director of Retail Ministry to develop, implement, and manage the budget, 

inventory, master calendar, and annual plan for the café
• Proactively seek ways to leverage the café to partner with HOPE ministry efforts
• Manage marketing and communications for the café 
• Work alongside building use team to coordinate activities throughout the week, ensuring 

unified vision throughout Hope Church and its retail ministry
• Plan and update menu
• Communicate and uphold HOPE Café’s policies and procedures
• Ensure café environs are consistently clean and maintained, welcoming and presentable
• Maintain secure financial operations at HOPE Café and process and provide reporting on 

the café’s finances
• Seek opportunities to cross-train volunteers in multiple areas, ensuring a sustainable café 

model
• Implement systems, processes, and policies for the café that support and align with overall 

church vision, goals, policies and protocols
• Ensure good stewardship of human and financial resources
• Assist the retail team and the rest of the church staff in accomplishing the church’s overall 

vision and objectives
• Fulfill other duties as assigned by the Director of Retail Ministry  

O V E R V I E W

The Hope Café Manager oversees the day-to-day operations of the HOPE Café, assuring that the 
café accomplishes its primary purposes of providing a comfortable, welcoming environment to 
the public and engaging volunteerism from within the community. As the Café is a new ministry 
venture, the Manager is initially responsible for casting the v30 vision and mission of HOPE at the 
Café, establishing the ministry’s initial operating systems, and developing a core support team. Once 
the Café is open, the Manager position will comprise a physical presence, administrative duties, and 
visionary leadership to expand and grow the ministry’s reach. 

Position: Hope Café Manager

Department: Retail Ministry

Job Type: Full Time (40hrs/wk)

FLSA Status: Non-exempt

Reports To: Director of Retail Ministry



R E Q U I R E D  H O U R S

• Variable, depending on hours of Café operation; 40 hours/week, will include weekends

In order to apply, please submit the following to: hr@hopecentral.com

• Cover letter + resume
• Hope application for employment

E X P E C TAT I O N S

• Ability to maintain mission focus within fast-paced atmosphere
• Multi-tasker
• Detail-oriented
• Ability to assess and prioritize responsibilities on a daily, weekly, and monthly basis
• Willingness to work alongside others to model best practices, with the goal of training volunteers 

to perform tasks independently
• An understanding of, and resonance with, HOPE’s mission, vision and values and v30 direction
• Affirmation of The EPC’s Essentials of Faith
• Ability to administer the details of short-term and long-term café operations
• Attend the monthly retail team meeting and staff devotions each Wednesday
• Attend training as it pertains to your job as requested by the Director of Retail Ministry
• Believer in a sincere and growing relationship with Jesus Christ
• Physical Demands: This position is physically demanding and has physical requirements that 

are not limited to: lifting over 20 lbs, standing long hours, using a knife, moving at a fast pace, 
working with very hot equipment.

R E Q U I R E M E N T S

• Self-starter with proven history
• Customer service experience in a retail or restaurant environment (minimum 2 years). 
• Experience in a supervisory role (minimum 1 year).
• To undergo relevant training to keep up to date with hygiene requirements and legislation
• Previous volunteer experience in a church environment 
• Must be able to count money and properly make change

mailto:hr%40hopecentral.com?subject=Application%20for%20Employment
https://thechurchco-production.s3.amazonaws.com/uploads/sites/2963/2022/03/HOPE-Fillable-Employment-Application-2022.pdf

