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Job Description  
Senior Coordinator for Coffee-shop / Bakery / 
Kitchen (Special Needs Job Coach)  

Job Purpose & Role:  
Camphill Communities of Ireland (CCoI) works to create sustainable intentional communities where children and 

adults of all abilities, many with special needs, can live learn and work with others in healthy social relationships 

based on mutual care and respect.  

We require person with relevant experience to help run a busy little café and the attached kitchen / bakery in 

Kilcullen. The café is part of a community with people with special needs, who are involved in the work & 

running of this special venture and an integral part of it.  

If you have a passion for service and food, love working with people with special needs and thrive on working in 

a job that is requiring many different skills this might be for you 

Job title: Coordinator for Coffee-shop / Bakery / Kitchen  
(Special Needs Job Coach)  

 

Location:   The Bridge Community, Main Street, Kilcullen, Co. Kildare  
 

Type of Contract:   Permanent / require Long-term Commitment / First 6 months on trial period 

Number of Hours:   Full Time (38 Hours per week)  

with extra hours for example at times of transition of coworkers/ volunteers, to 

cover the holidays of other team members or for example to attend reviews or 

meetings by request of Management. There may be a need for being on call to 

troubleshoot on the rare occasions when this is required, such as when other 

staff are sick.  

Work Times:   flexible hours - will include work on Saturdays  

Arrangements for working hours will be agreed with individual employees based 

on the needs of those being supported; this may be subject to change. This post 

requires you to work flexibly, which will include work on Saturdays and on 

occasion evenings as required.  

Pay:    depending on experience  

Reporting to:   Person in Charge / The Management Group 

  



Core Duties and Responsibilities 

Meeting the personal care and welfare needs of people with special needs and 

supporting people to achieve positive outcomes:  
 Planning the work of people with special needs, identifying the best activity and approach for each 

person. 

 Teaching of necessary skills in whatever small steps and partial tasks   (i.e. serving customers, food 
preparation, cooking, baking, cleaning etc) 

 Assisting people with special needs in their work wherever necessary and overseeing / supervising their 
tasks once they can work independently,  

 Providing guidance  - motivating, developing, and directing people as they work  

 Making sure that people with special needs are constructively engaged emotionally supported and 
sufficiently challenged and progressing, as well as supported to work as independently as possible.  

 To promote and support the right to independent decision making of all members of the community 
while ensuring their safety and wellbeing  

 Building and maintaining relationships of trust and confidence with the adults with special needs 

 Development and maintenance of up to date residents’ records 

 Work in conjunction with individual plans and aims for each individual in the workshop. 

 Be involved in reviews and support meetings in conjunction with our social worker and other individuals 
supporting an individual.  

 Maintain the workshop diary any and other records on a daily or weekly basis. 

Working with and supporting a team of volunteers and employees 
 Building and maintaining relationships of trust and confidence with, co workers, employees and 

volunteers. 

 To create a good working environment and a group dynamic that enables each worker to benefit from 
their time in the workshop. 

 Motivate, direct and develop people in your team. 

 Supervise punctuality and quality of work.  

 Train and induct new team members and volunteers 

 Ensure that the timetabling roster is adhered to and inform the relevant people of absences.   

 Negotiate holidays to minimise disruption to the smooth and safe running of the workshop.   

 To take responsibility as appropriate, for directing and supervising the workload and practices of 
employees, co workers and volunteers and support them with prioritising the same. 

 To assist in ensuring that suitable people are on hand at the required times to responsibly cover all 
activities and care support needs, through effective management of schedules and adequate planning of 
leave and training. 

Liaising with Management  
 To work under limited supervision following standardised practices and/or methods, providing 

information and advising others and reporting to management team. 

 To liaise with the Management Group or other designated person or group as appropriate and  notify any 
behaviour that causes concern. 

 To attend any routine or other  appropriate staff and team meetings as required 



Working to best practise guidelines, standards and policies  

 Maintain a good knowledge of policies and guidelines of Camphill Communities of Ireland 

 Ensure that everyone in the workshop knows where policies can be found and that all members of staff 
know who to bring issues of concerns to, who to report accidents /incidents or complaints to.  

 To work in accordance with the policies and procedures laid down by the Camphill Communities of 
Ireland 

 To take responsibility for challenging bad practice constructively where you encounter it, using formal 
procedures where necessary. 

 Ensure that Safeguarding of vulnerable adults is a priority and report any concerns in this area  

 To contribute to the establishing  of polices, systems and practices so that the community provides the 
best standard of care and support and complies with legislation, polices and best practice within the 
context of Camphill’s ethos and values and can demonstrate the same. 

 Adhere to HIQA Standards within your work location. 

 Engage with inspections and audits carried out by HIQA/HSE 

Health & Safety / Food safety 
 To maintain Health and Safety and food safety regulations within the workshop. 

 To have ready the materials, resources and expertise required for the project / activity.  

 Manage HACCP for the work areas, retain records as required and liaise with the Health Inspector where 
necessary. 

 Ensure that all equipment in the workshop is safe, clean and in good working order. 

An Tearmann – Catering and Customer Service  
 Ensure customers receive a prompt and courteous service. 

 Ensure that the fridge for cakes is stocked and properly presented. 

 Undertake the preparation of food and beverages served in coffeeshop 

 Keep all stock levels at adequate working level. 

 Assist in stock taking when required. 

 Balance receipts and payments in cash register. 

 To keep the area's you are responsible for, beautiful, pleasant, clean and tidy 

 Organising and supervising tea breaks for the workshop  

 Opening up and end of day duties 

 Be part of  and ensure general cleaning routines  

 To source and order suitable crafts for Coffeeshop 

Supporting the Ethos of An Tearmann and the Bridge Community  
 To have sound knowledge of the mission statement, values and purpose of Camphill Communities of 

Ireland, understand the values and ethos of Camphill Lifesharing communities and to behave at all times 
in a way that upholds those values. 

 The work with people with special needs and their involvement in the work of An Tearmann is a central 
and not a peripheral part of the life of An Tearmann or work area’s associated with it. 

 To keep in mind that we try to use organic and wholesome ingredients in our food and serve our food as 
fresh as possible (not from frozen if avoidable) 

 That we try to work as a team and cover for each other wherever possible when there is a shortfall of 
people or other emergencies. 

 Helping to create a therapeutic environment (not too noisy, blaring music, messy, disorganised or 
chaotic) 



 Help to uphold a work ethic that gives the people with special needs a sense of purpose, this includes 
timekeeping  

 Have concern for the environment  

Training and Personal development 
 Engage with supervision and personal development 

 Attend training and learning opportunities offered internally and externally 

 Update and maintain knowledge of best practise in the field and any regulatory requirements relevant to 
the role  

 

This job might include work in different areas depending on staffing need and experience of applicant and could 

involve a different work area in the morning time, over lunch or in the afternoon as well as Saturdays. We are 

aware that few people will have experience or training in all tasks and areas however induction and training are 

available and a willingness to be flexible, learn and seek advice will be essential.  

This Job Description is a general outline of the post as it is currently perceived by Camphill Community of Ireland.  

It is not intended to be restrictive or definitive.  There may be times when you will be required by the 

management group to undertake other duties in order to meet needs. 

Each member of staff will have an individual work plan agreed with them following appointment to the post, 

which is aligned to the organisation’s strategic plan.  

The responsibilities of the post may change in line with continuous improvements as The Bridge Community aims 

to meet its vision and best respond to the needs of individuals accessing our services.   

 

  



Person Specification: 

ESSENTIAL CRITERIA – all applicants MUST be able to demonstrate either at short-listing or at 

interview all essential criteria listed below.  Applicants should therefore make it clear on their 

application form whether or not they meet these criteria. Failure to do so may result in you not 

being shortlisted. The stage in the process when the criteria will be measured is stated below. 

The following are essential criteria which will be measured  

at short Listing Stage: 
 

Criteria Essential Desirable Evidenced By: 

Education/ 

Training/ 

Qualifications 

Good General Educational 
background  

Fetac level 5 or higher in health 
and social care, job coaching, 
training or similar field  

Qualification in the area of catering 
or hospitality  

Certificate in food safety and 
HACCP 

Train The Trainer 

Application form 

Experience Experience in working with 
people with disabilities in a 
social care setting, day service 
or training environment 

Experience of working in a 
coffee shop / bakery or similar 
catering and service 
experience  

Coaching  Experience  

Experience in Supervising and 
training staff  

Experience in running a business 

Experience in managing people and 
coordinating resources, incl.  
coordination of work-schedules  

Application form  

Interview 

Specialist 

Knowledge & 

Skills 

Effective communication skills 

Ability to work as part of a 
team 

Maintaining confidentiality 

Ability to work under pressure 

Strong organisational and 
administrative skills  

 Application from  

 

Interview  

Other 

Requirements 

 

Valid work permit 

Garda Clearance 

Ability to fulfill the 
Occupational Health 
requirements for the post 

Job References 

 Work permit 

Valid 
documentation 

Occupational 
Health 
questionnaire 

2 satisfactory 
references  



The following are essential criteria which will be measured  

at Interview Stage: 

 
Criteria Essential Desirable Evidenced 

By: 

Experience  Experience in working with people 

with disabilities in a social care 

setting, day service or training 

environment 

 Experience of working in a coffee 

shop / bakery or similar catering or  

hospitality Service experience  

 Coaching or Training 
Experience  

 Experience in person 
centred planning Processes 
Experience in running a 
business 

 Experience in managing 
people and coordinating 
resources.  

 Experience in coordination 
of work-schedules  

 Experience in Supervising 
and training of staff. 

 Experience in Food Safety 
management and HACCP 

Interview  

Abilities 
Knowledge & 
Skills 

 Excellent verbal and written 
communication skills  

 Ability to communicate well and 
motivate people with special needs, 
volunteers, and peer co-workers.  

 Good  problem solving skills  

 Ability to organise, instruct and 
motivate people with special needs in 
a work situation 

 Ability to work as part of a team, 
develop constructive and cooperative 
working relationships with others, 
and maintaining them over time.  

 Ability to consult with senior co-
workers / supervisors. 

 Ability and manner to deal directly 
with the public, be polite and 
courteous, deliver excellent service  

 Ability to work under pressure, deal 
with several situations or people 
simultaneously and to carry out 
several tasks at the same time  

 Getting members of a group to work 
together to accomplish tasks.  

 Interest in Camphill and its 
Ethos  

 Knowledge of setting aims 
and goals and evaluating 
learning outcomes  

 Artistic eye for presentation 
of food and decor of  
premises and windows 
displays 

 Appreciation of the seasons 
and festivals 

 An interest in engaging with 
The Bridge Community 
beyond the confines of the 
job for example at festival 
celebrations  

 
 
 

Interview  

Personal 
Attributes 

 Be a positive, organized individual 
who is reliable and self-motivated  

 Interest in and understanding of 
people with special needs  

 Demonstrate a flexible and adaptable 
approach to meeting the objectives 
of the job and respond to changing 

   



needs 

 Willingness to learning new skills and 
undertake mandatory training 

 Willingness to partake in personal 
development and supervision 

Other 
Requirements 
post job offer  
 

 Valid work permit 

 Garda Clearance 

 Ability to fulfill the Occupational 
Health requirements for the post 

 Job References 

 Work permit 
Valid 
documentation 
Occupational 
Health 
questionnaire 
3 satisfactory 
references  

 

 

Signed for and on behalf of Camphill Community, Camphill Communities of Ireland 

 

Signature of Authorised Signatory   ____________________________________ 

 

Date       ______________________  

 

Name of Authorised Signatory  _______________________________________ 

 

 

I accept employment on the Job Description outlined in this contract  

 

Signature of Employee    _____________________________________________ 

 

Date      _______________________ 

 

Name of Employee     _________________________________________________ 

Camphill Communities of Ireland is an Equal Opportunities Employer 

 

 

 


