Position Description for: BAKING COORDINATOR


The baking coordinator works with all of the student bakers who sell their goods in the coffee shop. This includes welcoming new bakers, keeping inventory and organizing payroll. Other responsibilities include organizing alternative food options and food for special events, as well as serving as the organizer of Food Handlers Cards and keeping on top of health and sanitary regulations with in the co-op.

DETAILED DESCRIPTION AND HOW-TOS:

1. RECRUITING NEW BAKERS/BAKER RELATIONS: This involved having applications readily available. Baking contracts are semester long, so this also includes contacting last semester bakers and having them fill out a new contract if they are still interested in baking. Contact new bakers upon receiving their application. Holding meetings to bring bakers together, get to know each other and ask questions.

2. CREATING A BAKING SCHEDULE: Create a schedule of bakers so that people are aware of when they are baking, and also to insure that there will be a sufficient number of fresh baked goods every day. Generally, three people per day is a good number. Post the schedule where all bakers can see it, so that they know when they are supposed to bake,

3. INVENTORY/PAYROLL: Creating an easy-to-use inventory system for bakers and workers. Weekly (bi-weekly, or monthly) calculations of baker profits and co-op profits. Use an Excel spread sheet to make your life easier. You work closely with the financial coordinator to organize payment of the bakers.

4. SPECIAL EVENTS: This involves coordinating with the special events coordinator, and having bakers bake additional goods for co-op sponsored events. Often times people ask co-op bakers to bake for non-co-op related events. 

5. ADDITIONAL FOOD: Organizing themed food nights such as pizza, soup or waffles. Find more “meal” type options that the co-op can offer: off campus-local sources and vendors for things like juice or burritos. Embrace community!

6. HEALTH CODE/FOOD HANDLERS CARDS. This aspect of the position is one that is tied closely with the coffee shop, and working with both the coffee shop manager and the membership coordinator. Make sure that all workers and bakers have valid Oregon Food Handlers Cards. These can be obtained online after taking a test for $10. 

The website is:http://www.ora.org/education/education_fhonline.htm Ask the librarians to proctor several sessions of the test in their library classroom. They are happy to help out. Work with coffee shop, coordinators to meet more Oregon Health Codes. 

7. PROMOTION OF CO-OP’S MISSION THROUGH BAKING. The baking coordinator has the opportunity to work with the Environmental coordinator to educate bakers and the greater community about how to produce more environmentally friendly, sustainable foods by promoting buying locally, organic and the like. Community education surrounding food.

