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Coffee Shop Coordinator Responsibilities:

1. Beginning of semester responsibilities:

The coffee shop coordinator is responsible for training members and always developing new and more effective ways to train workers at the beginning of the semester, as well as throughout the year.

2. Weekly responsibilities

Mandatory regular weekly check in between Coffee Shop, Membership and Financial Coordinators to review the end of shift reports and directly respond to concerns such as members correctly checking in, performing shift duties, and not showing up to shifts.

When a member is not performing adequately they will be sent a reminder of their obligations as a co-op member. This will include a copy of that members posted shift duties, and specific comments.

3. Semester responsibilities

1) Communicate with members about shifts missed

2)  training members and always developing new and more effective ways to train workers at the beginning of the semester, as well as throughout the year.

3) keeping the shift duties up to date, 

4) keeping coffee shop supplies stocked. These include, but are not limited to, tape, pens, dish detergent, cleaning supplies, and other supplies that are not covered by inventory or trade coordinators. 

5) remind members of their shift duties (work with technology coordinator to link a shift duties page to the sign in page)

6) discipline will be combined with membership coordinator 

7) working with membership coordinator to address specific working issues and concerns. 


Workers express concerns and needs through:

Email contact.

Direct Contact

End of shift reports 

Membership and coffee shop coordinators will work together to address these issues.

Finances are reviewed by financial and coffee shop

Physical Space:

General maintenance to physical coffee shop space is the responsibility of the coffee shop coordinator. With maintenance tasks that require a lot of work, coffee shop coordinator must efficiently delegate the required work to members, coordinators, and volunteers.

