[image: image1.jpg]/ 595 South i sreet, RO, Box 400, Wabash, Indiana 4659
Phone: 60563 BAT Fo 260365 8413 Emat:

The Arc. Achieve with us

Wabash County Turning disability into possibility through opportunity™

org




JOB DESCRIPTION
Coffee House Baker-Cook
40 Hours per Week with Benefits
JOB TITLE:

Coffee House Baker-Cook North Manchester Indiana
REPORTS TO:
Coffee House Manager
IMPORTANT:

You must be a creative foodie with a passion for quality and presentation, being compassionate, patient, encouraging, and embrace and promote the Arc’s mission: 



“Putting people before disability and providing opportunities and support for individuals with disabilities to learn, live, play, and work in their local communities.” 
CONCEPT: 

The Arc’s Coffee House exists to provide job training and permanent employment for people with intellectual and developmental disabilities in an environment that promotes high quality food and drink products and superior customer service. 
EXPECTATION:
The Arc Coffee House Baker-Cook will embrace and promote the Arc’s Mission.

“The Arc of Wabash County exists to put people before disability and provide opportunities and support for individuals with disabilities to learn, live, play, and work in their local communities.” 
The primary skills of the Arc Coffee House Baker-Cook include a demonstrated knowledge of and skill in creating unique, delicious “bistro” savory and sweet foods, creative menu planning and special feature items, ability to operate standard foodservice equipment, adaptability, decision-making, oral and written communication, self-motivation, high energy level, multi-tasking, planning, problem solving, teamwork, dependability, honesty, and safety. 
Job Brief

We are looking for a Coffee House Baker-Cook to organize and prepare daily kitchen operations and products for breakfast and lunch, keep culinary records, identify and order needed kitchen products and supplies, maintain health and safety codes, coordinate food menus with the Coffee House Manager, interact with food-related vendors in a professional manner, create, prepare, and present menu items using as many natural and/or locally sourced ingredients as possible. 

Responsibilities
· Manage day-to-day operations of the coffee house kitchen in coordination with the Manager
· Instruct and teach clients from the Arc Wabash County who have interest in kitchen careers
· Coordinate with vendors and submit product list to Manager for purchase
· Maintain updated records of daily, weekly, and monthly information as required 
· Create and add new menu items based on seasonality and customers’ preferences
· Ensure all area is clean, tidy, and meets Board of Health requirements
· Nurture friendly relationships with customers to increase loyalty and boost our reputation
· Coordinate with and support the Arc staff in the coffee house

· Interact, train, encourage, and support trainees and employees who have IDDs
Requirements and skills

· Work experience as a Baker-Cook 
· Hands-on experience with professional kitchen-related machines and equipment
· Good math skills

· Availability to work within opening hours including special events when needed
· Excellent communication skills and the ability to work as part of a team
· Customer-first service attitude

· High school diploma

· Serve Safe Certification or willingness to obtain (the Arc will pay for certification)
· CPR Certification or willingness to obtain (the Arc will pay for certification)
QUALIFICATIONS
Basic Skills
Reading:
locates, understands, and interprets written information in documents such as manuals, schedules, emails, text messages, social media, and training materials.

Writing:
communicates thoughts, ideas, information, and messages in writing; and creates documents such as letters, directions, and reports; displays proper grammar and spelling.
Listening:
receives, attends to, interprets, and responds to verbal messages and other cues; does not mentally formulate responses while others are speaking but gives full attention to the speaker; accurately repeats what others have shared when called upon to do so.
Speaking:
organizes ideas and communicates orally; communicates thoughts and ideas accurately, interestingly, and engagingly; utilizes proper grammar and pronunciation in professional settings and in personal interactions.
Thinking Skills
Creativity:
generates new ideas; is innovative; can think “outside the box;” fun and spontaneous.
Decision-
understands goals and obstacles and can generate alternatives to accomplishing required

Making:
tasks; considers risks and evaluates and chooses the best alternative; has a clear problem-solving process.

Problem-
recognizes problems and devises and implements a plan of action; has an established, tested 
Solving:
problem-solving process that attacks problems, not people.

Knows
How
to Learn:
uses efficient learning techniques to acquire and apply new knowledge and skills; has a love and joy for learning; is eager and inquisitive; knows how to ask open-ended questions that gather information and draws people out.

Reasoning:
discovers a rule or principle underlying the relationship between two or more people or objects; adept at applying reasoning when solving a problem. 
Big Picturing:
sees the overarching, systemic structure and organization of multiple components and understands how “pieces of the puzzle” fit together; understands how one’s own tasks and responsibilities fit into the greater whole of the organization’s Vision, Mission, and Core Values. 

Personal Qualities

Integrity and
chooses the ethical course of action at all times; upholds Arc’s Vision, Mission and Core 
Honesty: 
Values; maintains strong moral principles; exhibits personal convictions.
Responsibility:
exerts a high level of effort and perseveres towards attaining goals.

Self-

assesses self accurately; sets personal goals; monitors progress; exhibits self-control;

Management:
practices patience and tolerance towards others and self.

Sociability:
demonstrates understanding, friendliness, adaptability, empathy, and compassion.

Workplace Competencies
Resources:
identifies, organizes, plans, and allocates resources such as human resources, materials and



facilities, money, and time.
Interpersonal:
participates as a member of a team; teaches others new skills, serves customers and



participants, works with diversity, is inclusive, negotiates and persuades, and exercises



leadership.

Information: 
acquires, communicates, evaluates, interprets, maintains, organizes, and protects 


information; effectively uses computers to process information. 

Systems: 
understands complex inter-relationships and how each part fits into the whole in the 



grand scheme of things; makes contributions to improve operational systems; monitors and 



corrects performance.

Technology: 
works with a variety of technologies appropriate to the job; knows how to select the proper 


technology, apply technology to tasks, and how to access the proper resources to resolve 



problems with technology when needed. 

Additional Requirements
Legal/Certification Requirements:


Valid Operator License, and ability to attain For-Hire endorsement.

Certified in CPR/First Aid/AED or ability to complete training provided by Arc.

Medication Administration Training, or ability to complete training provided by Arc.

Must not pose a direct threat to the safety or health of himself/herself or of others.


Must demonstrate an interest in and empathy for individuals with disabilities.


Must demonstrate a willingness to accept supervision.


Must not be listed with a finding on the list of Indiana Registered Nurse Aides.

Must not be listed on the Office of Inspector General’s Fraud Prevention & Detection Exclusion Registry.

Must not have conviction of crimes listed in Title 460 IAC 6-10-5 Limited Criminal History Check.


Communicates with persons served and relates to them in a respectful, age appropriate manner.

Maintains professional relationships with persons served, members of the community, school

personnel and other Arc team members.
SUMMARY

The Employment Services Coffee House Baker-Cook must be a passionate foodie with keen interest in food preparation and presentation, and will work a set schedule of hours during morning and afternoon not to exceed 40 hours, but will occasionally include special events. The Employment Services Coffee House Baker-Cook will report directly to the Coffee House Manager. The Coffee House Baker-Cook will embrace, promote, and support the Arc’s Mission and Values and may instruct persons with intellectual and developmental disabilities in cooking and kitchen-related skills. The Coffee House Baker-Cook will be employed by the Arc Wabash County, Inc. and will work as part of a professionally trained team in creating an inclusive, integrated work environment. The Coffee House Baker-Cook will support workplace experiences for youth, young adults, and adults with disabilities.  The Coffee House Baker-Cook will work in close coordination with the Coffee House Manager, Arc’s Director of Employment Services, Assistant Director of Employment Services, Community Employment Specialists, Career Coaches, and Pre-Employment Transition instructors (High School Program). The Coffee House Baker-Cook will use curriculum for instruction to persons with disabilities. The Coffee House Baker-Cook will have the complete support of Arc staff in providing employment-related services to people with disabilities. The Coffee House Baker-Cook must enjoy working with people, being part of a team, and embracing a person-centered approach to work. The Coffee House Baker-Cook must be patient, spontaneous, fun-loving, caring, compassionate, be a responsible role model, and adaptable in the workplace. 
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