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POSITION DESCRIPTION

	1. POSITION DETAILS

	Position Title
 
	Kiosk Manager
	Designation &

Classification Level
	Casual - $35.00 per hour 


	Position No
	
	Directorate   
	Finance and Human Services 

	Division
	Finance
	Date Created 
	5th October 2018

	Location 
	Lelka Murrin Kiosk
	Date Approved 
	

	Reports To
	Facilities Manager
	Version Date
	30th May 2019

	2. POSITION CONTEXT 

	Council

Overview 
	The Mornington Shire Council provides a range of services to twenty two islands of the Wellesley Group in the Gulf of Carpentaria, the State of Queensland.  Mornington island is the largest island in the group with the main township of Gununa, housing the majority of the population.   Mornington island is located 125kms north-west of Burketown, 200kms west of Karumba and 444kms from Mount Isa.  

Mornington Shire Council delivers services such as: Council Administration; Waste Management; Municipal Services; Sport & Recreation, Water and Sewerage Maintenance; Civil Works, and many more.

   The overall vision of Mornington Shire Council is to:

   Empower our Community - Our people,

   To feel solid and strong like the rock in Mundalbe,

   To taste and hear the breaking waves of change, 

   To establish clean, safe, healthy lifestyles together,

   Pride and respect for each other in our culture, achievements and successes, and 

   To see and smell the compassion and peacefulness of our community.

	Principal Objectives
	To contribute to the efficient operation and revenue generation of the Lelka Murrin Kiosk by providing consistent and effective customer service. 

	Major Role and  Challenges


	· Ensure consistent, efficient and effective customer service to enhance the customer experience. 

· Communicate clearly and effectively with team members, as well as both internal (Mornington Shire Council) and external customers in a courteous and professional manner.
· Ensure that the kiosk is operated in a safe manner meeting all requirements of council and legislation regarding WH&S
· Upskill and mentor team members.


	Employee Values
	Council has also endorsed the following employee values which were created in consultation with all employees to represent how employees want to be characterised at work:

· Honesty - being truthful with the decisions we make and actions we take everyday

· Ethics - both our moral and professional standards

· Accountability - behaving fairly and respectfully towards others, regardless of their role

· Respect - treat others how you want to be treated

· Teamwork - participate and cooperate with my team and other teams
· Timekeeping – punctual attendance each day rostered on and during the day

	Key Interactions/ Relationships


	Internal

· Facilities Manager
· Food and Beverage Attendants

· Mornington Shire Council staff
	External
· All customers of Lelka Murrin Kiosk 
· Suppliers

· Freight contacts 



	Special Conditions
	Essential

Prior to employment with Mornington Shire Council you must obtain the following;

· Undertake a new criminal history check at commencement of employment with MSC 

· Be an Australian Resident or provide the current, relevant Visa to work within Australia 

	Authority to Act / Delegations 
	As per MSC delegation Register

	Organisational Responsibilities 
	This role has a number of direct reports.

The key direct reports are as follows;

Supervisor Facilities Manager - Chantel Harley  (07 4745 7822)
Food and Beverage Attendants (4 – 5 Casuals)


	3. KEY RESPONSIBILITIES

	Kiosk Operations

	· Ensure that the kiosk is operated in a safe manner meeting all requirements of council and legislation regarding OH&S.

· Maintain safe food handling and cleanliness to ensure that all health regulations are met.
· Knowledge of all Kiosk operations so that information can be given to customers on request.
· Training and upskilling of staff in the operation of the kiosk and equipment. 

· Ensure all equipment relevant to the kiosk operations is maintained to a high standard. 
· Demonstrate positive leadership and foster an environment conducive to participation by all staff.
· Order and maintain records of all stock, including end of year stocktake.

· Preparation of Kiosk menus and pricing.


	Communication &  Customer Service 

	Actively encourage staff participation and development
· Provide clear and effective communication with internal and external customers.
· Staff performance is monitored.
· Human Resource policies and procedures are implemented.

· Ensure adequate supervision is provided and opportunities for development and training are encouraged.

· Leadership is provided to the section.

· Service and employee responsibilities are clearly identified.



	Administration and Finance
	· Prepare the annual budget for the Kiosk and update the budget monthly. 
· Submit and approve staff timesheets on time to ensure staff are paid correctly.
· Complete all administration tasks as required.




	4. POSITION SKILLS / KNOWLEDGE / EXPERIENCE 

	SELECTION CRITERIA

	Essential
	· Previous experience in a supervisory capacity, managing a commercial kitchen.

· Demonstrated working knowledge of food safety, health and hygiene principles.
· Demonstrated high level of interpersonal communication skills.

· Demonstrated ability to self-manage, problem solve and prioritise.

· Willingness and capacity to work a variety of shifts, including early morning, late evenings and weekends as required.

	Desirable
	· Food Supervisors license 

· First Aid Certificate 

· Working with children blue card

· Current Class C Driver’s license 

	5.
ACKNOWLEDGEMENT 

	Delegate / Director / Manager 
	
	Date: 
	Signature:

	Employee Name
	
	Date: 
	Signature:
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