
 

 

           

Position Details 

Job Title Head of Operations 

Reports to Board of Directors 

Location Home Ground Cafe Mornington 

Employment Type  Full Time  

This position description is a guide only. It is subject to change to meet the growing needs of the 
business. 

 

Position Summary 

The head of operations at Home Ground is responsible for all operations within the organisation 
including general cafe trade, front and back of house, catering, ‘In This Together’ initiative, and 
all external partnerships. They oversee the recruitment, training and management of all paid 
staff and unpaid volunteers. They are responsible for the development and implementation of all 
operational task, policies and procedures.  
 
They are responsible for ensuring the cafe is a suitable training space for the traineeship, and the 
will assist with the training and education of the trainees.  
 
Success will be benchmarked against KPI’s and targets set by the board of directors with a 
specific focus on revenue, wage and cost of goods targets, adherence to Home Ground’s values, 
and aligning operations with Home Ground’s mission.  

Targets & KPI’s 

Revenue  
- Increase revenue in accordance to the targets and budget set down by the board of directors  
Direct Costs 
- Ensure that wages, cost of goods, and other direct costs are within or below targets and budget 

set by the board of directors 
 



 

 

Essential Tasks 

Hospitality 

- Creation and implementation of cafe food, beverage and retail menu 

- Oversee stock management, ordering, pricing and suppliers for all products  

- Focus on maintaining efficiency and wage cost of all operational staff 

- Develop creative strategies to increase revenue and continue the growth of the Home 
Ground venue 

- Ensure an efficient, consistent and high quality of service is delivered to the customer 

- Ensure an efficient, consistent and high quality of product is delivered to the customer 

- Communicate with board of directors any issues, needs, trends or information 
regarding the hospitality operations that may be relevant to the business  

- Continue to develop the entire venue team to meet performance standards providing 
regular feedback on performance, and providing training when necessary   

- Oversee the recruitment of additional paid staff and unpaid volunteers in conjunction 
with the board of directors 

- Seek professional development opportunities within the hospitality field; especially in areas of 
limited knowledge or expertise  

- Oversee the operations of the ‘In This Together’ initiative 

- Oversee and run daily briefing session to communicate important operational 
messages 
 

Administration & Management  

- Manage, train and develop the rest of the paid staff and unpaid volunteers to a level 
where they are capable of operating the venue independently 

- Complete all administrative tasks including; cash up, inventory, rostering draw counts 
and all other reporting 

- Implement and manage an internal communication platform [Slack] that connects all 
staff, volunteers, trainees and the board of directors 

- Ensure all team members adhere to all Policies and Procedures 

- Manage all team members through the entire employment life cycle 

- Oversee the implementation of OHS and Food Safety in the venue 

- Oversee the upkeep and maintenance of the venue and all equipment 

- Implement the marketing and social media strategy for the venue and encourage the 
community to participate and engage with the Home Ground brand 

- Implements and practices safe work habits and upholds and delivers all workplace safety 
requirements. 

- Develop and communicate all business planning with Board of Directors 
 

Community 

- Develop and implement a clear line of communication between front of house, kitchen, 
directors, the customers, and the general public  

- Adhere to Home Ground’s core values 



 

 

Strategic focuses 

• With the traineeship team and board of directors, help Home Ground achieve its mission 
and support our trainees and the broader Tanti community 

Core Competencies 

Customer focused  

Is dedicated to meeting the expectations and requirements of customers. Acts with customers in 
mind, establishes and maintains effective relationships with customers and gains their trust and 
respect. Maintains a friendly and professional focus.  

Organised 

Is a highly organised individual who takes pride in coordinating and managing a number of 
varying and complex systems and outcomes. Is not easily overwhelmed by conflicting priorities 
and is prepared to seamlessly change lanes based on the immediate needs of the organisation.  

Compassion  

Genuinely cares about people, is available and ready to help. 

Motivating Others 

Creates a climate in which people want to do their best, empowers others, makes each individual 
feel important, and helps people discover their desire to do things. 

Leader 

Prioritises good leadership over being liked. Is prepared to prioritise the needs of the 
organisation over friendships with staff and volunteers. Understands that effective leadership is 
about communication, delegation, and accountability, rather than micromanagement.  

Composure  

Is cool under pressure; does not become defensive or irritated when times are tough; is 
considered mature, can be counted on to hold things together, doesn’t show frustration when 
resisted or blocked.  Follows established processes. 

Ethics and Values  

Adheres to Home Ground’s core values, is widely trusted, is seen as a direct truthful individual, 
admits mistakes, keeps confidences and doesn’t misrepresent him/herself for personal gain.  

Communication skills  

Is effective one-on-one, can engage individuals; can change tactics midstream when something 
isn’t working.  Works effectively and constructively with team members and customers. 
 
 
 



 

 

Creative  

Is prepared to think outside the box to ensure that Home Ground achieves its mission while still 
operating a successful and viable business. 

Working Relationships 

Internal 

• Staff, volunteers, trainees, board of directors 

External 

• Customers, suppliers, training providers, beneficiaries 
• Donors 

Remuneration Package 

Salary 

- $50,000 - $60,000 based on experience and suitability 

Prior Experience 

- 2+ year of experience in similar operational role in hospitality 

- Holds relevant qualifications such as Cert III or IV in Hospitality or Cookery [or is prepared to undertake a 
certification as part of the position]  

 

I hereby agree to the above position description  

Employee Name  

Signature  Date  

Manager’s Name  

Signature  Date  

 

 


