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CANTEEN MANAGER
 POSITION DESCRIPTION
Esperance Soccer Association (Inc)

	Position title
	Canteen Manager

	Committee portfolio / area
	Canteen Operations

	Reports to
	Esperance Soccer Association Committee

	Term of appointment
	TBA

	Date approved
	TBA



1. Position Purpose
The Canteen Manager runs the Esperance Soccer Association (ESA) canteen on match days. The role ensures the canteen is stocked and ready for service, coordinates and supports volunteers, and provides a welcoming, efficient service to players, families, officials and spectators.
2. Key Responsibilities
· Complete weekly shopping to keep food, drinks and supplies at adequate levels.
· Maintain stock levels and ensure fridges are stocked before match days.
· Coordinate the volunteer roster with the Team Manager of each weekend’s rostered team.
· Open and operate the canteen on Sundays during the required hours.
· Supervise and support volunteers throughout the day.
· Keep the canteen clean, tidy, safe and organised.
· Oversee closing procedures and ensure the canteen is secure at the end of the day.
3. Duties and Tasks
Stock and Shopping
· Complete weekly shopping to replenish canteen supplies.
· Monitor stock levels, including items that are running low, damaged or near their expiry date.
· Stock fridges with drinks and other required items before match days.
· Store food, drinks and supplies correctly and keep storage areas organised.
Volunteer Coordination
· Contact the Team Manager of the upcoming weekend’s rostered team to confirm the volunteer roster.
· Ensure the rostered team understands volunteer numbers, shift times and canteen duties.
· Guide and support volunteers, particularly those new to canteen operations.
· Allocate tasks and oversee volunteers during the day so the canteen runs efficiently.
· Help resolve roster gaps or volunteer issues as they arise.
Sunday Canteen Operations
· Open the canteen at 10:00 am.
· Have the canteen ready for service by 10:30 am, with stock checked, fridges stocked, the serving area prepared and equipment ready.
· Oversee service throughout the day and assist volunteers as required.
· Monitor stock during service and replenish where possible.
· Ensure food handling, hygiene and cleaning practices are followed.
· Close the canteen at approximately 3:30 pm, then clean, pack away equipment and secure stock, leaving the premises by 4:00 pm.
General Administration and Management
· Report operational issues, equipment problems or significant supply needs to the ESA Committee.
· Identify ways to improve canteen organisation, volunteer coordination and service.
· Ensure volunteers have access to relevant procedures and information.
· Report any cash-handling or payment issues in line with the Association’s procedures.
4. Meetings and Time Commitment
The role requires weekly preparation, including shopping, stock checks and liaising with the rostered team. The Canteen Manager attends the canteen on Sundays, generally from 10:00 am to 4:00 pm, and may occasionally be required to open the canteen on weeknights for cup games or other Association fixtures. The time commitment varies with the number of matches, expected attendance and canteen requirements.
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