General Manager Job Description

The General Manager  is expected to be an outstanding and reliable barista who upholds quality customer service and prepares quality beverages.

A Jittery Joe’s General Manager  is expected to secure the success of the store by upholding all store functions on a daily, weekly, monthly, and annual basis. This includes, and is not limited to, the items listed below. It is expected of the General Manager to be on call Monday through Sunday for store issues. 

 Monthly:

-Store Inventory (last day of each period

 -Organize and conduct Monthly Store Deep Clean 

-Calibrate thermometers and coffee grinder

-Switch decaf hopper and reg. espresso hopper

-Check gaskets on Espresso machine

-Schedule, prepare, and conduct team meeting

Weekly:

-Work 5 shifts a week behind the counter

-Organize invoices and other appropriate paperwork

-Attend Manager Meeting

-Check payroll for any discrepancies each Monday

Daily:

-On call Mon-Sun

-Address all employee issues – praises & reprimands

-Know of shifts that need to covered and who is covering them

-Oversee cash handling procedures

-Count Change bag- make change order if necessary

-Ensure employee duties are completed

-Product Orders

-Count deposit and go to bank (Monday-Friday)

-Respect and maintain store property

-Complete appropriate paperwork

Occasional Situations: 

-Interview potential employees – call references prior to interview 

-Conduct New Hire Training sessions

-Assign training dates 

-Terminate employees with appropriate paperwork

