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Requirements


No cell phones during business hours.  You can use them during your breaks 


ONLY!!!  No exceptions.  You may be asked to go home if it continues.


No computer use except for working purposes only.


Just because you were hired for a specific job, doesn’t mean you don’t assist


In what you see that needs done.


A full day’s work is required for a full day’s pay.

Job Description
Baker:  Bakes and prepare items for customer orders.  Prepare baked goods in large ovens; operate and clean mixers, scales, and other equipment; train associates; read recipes; clean work area. FIFO.  Assist customers when needed.
Baker’s Assistant:  Assists the baker/cake decorator.  Keeps work area clean and sanitized.  Assist customers when needed.


Cake Decorator:  Fill customer orders; ice, decorate, package, label, and price products for refrigerated displays; operate and clean mixer; train other associates; clean work area.  Assist customers when needed.
Cashier:  Greet and assist customers; weigh, scan, and package cake and candy items; handle cash and operate terminal; clean work area.  Keeps chocolate filled.  Keeps retail area full.  Makes sure prices are on items.  Orders items needed for retail and baker.
Cleaning and Sanitation:  Clean and maintain equipment and work area; unload trucks; lift and move products. Wash dishes, sweep and mop floors.  Pick up supplies as needed.  Deliver cakes/pastries as needed.
Baker/Baker’s Assistant Job Tasks

1.  Measures flour and other ingredients to prepare batters, dough, fillings, and icings, using scale and graduated containers.
2.  Places dough in pans, molds, or on sheets, and bakes dough in oven or on grill.
3.  Dumps ingredients into mixing-machine bowl or steam kettle to mix or cook ingredients according to specific instructions.
4.  Decorates cakes.
5.  Applies glace, icing, or other topping to baked goods, using spatula or brush.
6.  Rolls, cuts, and shapes dough to form sweet rolls, pie crusts, tarts, cookies, and related products prior to baking.
7.  Observes color of products being baked and adjust oven temperature.
8.  Develops new recipes for cakes and icings to discuss with owner before changing anything.
All Duties and Responsibilities: 

1. Operates computerized cash register to conduct sales transactions; handles cash, and makes change as required. 

2. Sells merchandise and/or rents equipment; advises customers on merchandise price, features, and/or on fees and services. 

3. Assists individual and/or institutional customers in the ordering and, as appropriate, delivery of merchandise. 

4. Prepares routine daily reports such as sales, accounts receivable/payable, orders, credit card receipts, and/or bank deposits. 

5. Receives and displays merchandise and/or equipment in accordance with established policies and procedures; ensures that stock levels and displays are in accordance with established standards. 

6. Performs general floor maintenance and housekeeping; monitors and maintains the condition and safekeeping of merchandise and/or rental equipment. 

7. Oversees the processing of routine returns and buybacks, as appropriate; coordinates the return and replacement of defective merchandise.  This is if it is our error only!  No returns otherwise.  Special orders are not eligible for a return. 

8. Prepares cash register reconciliation and miscellaneous routine reports. 

9. Identifies and resolves discrepancies in invoices and orders. 

10. Inspects equipment and facilities to ensure customer and employee safety. 

11. May create displays and assist in designing marketing campaigns. 

12. May train and supervise student and/or temporary employees in day-to-day customer service activities. 

13. Performs miscellaneous job-related duties as assigned. 

14. Maintain sanitary working conditions to eliminate contamination by sweeping, mopping, scrubbing, etc.  Clean work areas using bleach, oven cleaners, detergents, and other chemical products.

15. Maintain trash and garbage collection in a neat and sanitary fashion.

16. Perform other duties as assigned.

Minimum Job Requirements:
High school diploma or GED with 6 months to 1-year experience directly related to the duties and responsibilities specified. 

Knowledge, Skills and Abilities Required:
· Ability to prepare routine administrative paperwork. 

· Ability to operate a computerized cash register. 

· Ability to secure and handle cash. 

· Knowledge of basic cash management procedures. 

· Ability to safely use cleaning equipment and supplies. 

· Ability to sort, check, count, and verify numbers. 

· Knowledge of retail floor sales techniques. 

· Knowledge of retail floor merchandising and stock control procedures. 

· Knowledge of basic visual merchandising techniques. 

· Knowledge of customer service standards and procedures. 

· Knowledge of shop security and safety procedures. 

· Knowledge of food handlers book.

Equipment Used:

You must be able to operate a mixer, sharp cutting tools, ovens, food utility carts, deep fat fryer and cash register.

Working Conditions and Physical Effort: 

· Work is normally performed in a typical interior/office work environment. 

· Moderate physical activity. Requires handling of average-weight objects up to 25-50 pounds or standing and/or walking for more than four (4) hours per day. 

· No or very limited exposure to physical risk. 

· Some stooping, bending and kneeling.

Cleanliness Is Next To Godliness

· We are dealing with food so shower daily.

· Hair must be clean and back at all times.

· You must be neat in appearance and in uniform.  Sweet Beginnings shirt required with black pants or black long shorts.  No spaghetti straps, no short shorts or jeans.  Casual or pants are all right.  Rubber soled shoes.
· If you are working in the kitchen, an apron must be over your clothing.

· No nail polish or artificial nails---ever.

· You are required to wash your hands after taking care of customers, going to the bathroom, and always before working in the kitchen.

· If you have an exposed sore on your hands, make sure you use gloves when handling other people’s food.  Wash your hands before putting them on.

Greet, Inquire, Suggest & Thank (G.I.S.T.)

Greet, inquire, suggest and thank every customer----every time!


Greet:  Hello, how are you today?  Have you ever been here before?


Inquire:  Can I help you find anything?


Suggest:  Did you need any additional chocolate, sticks, bags, or boxes?

Thank:  Thank you, have a wonderful day!


Remember to be friendly!  Treat the customer, as you would want to be treated!  Without them, you do not have a job!
The Three Voices In Every Business:

Voice of the Business:  Keep costs down.  Multi-tasking is essential.

Voice of the Employee:  A trained employee is a valued employee.
             
An open line of communication is mandatory.

Voice of the Customer:  Be friendly and courteous at all times.  Listen!
Full Time Vacation Leave:


Leave is accrued based on your anniversary and regular hours worked during the week:  


One year:  One week


Five years:  Two weeks


The office is closed two weeks a year which are unpaid, unless you use your vacation time.  The two weeks will be posted on the door for full view of employees and our customers.


If you need a particular day off, it will be first come, first serve up to 60 days in advance.  If two people put in for a day on the same day, the senior person will be awarded it.  Only one person per day is allowed to be off at any given time with the exception of the holidays.

The week before Valentine’s Day, the month before Easter, and from the middle of November through Christmas, there will be no paid leave authorized.

Sick Leave:


Until the economy turns around, there will be no sick leave issued.


Sick leave is based on the number of regular hours that you were scheduled for that day.  Overtime will not be paid!  Up to eight hours per year, based on your anniversary, is the maximum number of hours that will be allowed.  Sick leave does not accrue until it is used.
Acceptable Work Attire:


A shirt will be given to you as part of your uniform, which will be required to be worn while you are on the clock.  Comfortable shoes with a rubber soul.  No jeans!  You can wear casual black pants or long black shorts.
