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EMPLOYMENT OPPORTUNITY 
 

Date: October 2021                          Open until filled 
 

 If you have questions regarding this position, please contact Sunshine Eddy sunshineeddy@multnomah.edu 503.251.6466 
 

Job Title: Roger’s Café Manager 
 

Reports To: Director of Auxiliary Services 
 

Mission: This position manages the campus coffee shop, Roger’s Café, and its strategic community 
efforts.  Responsible for creating a sense belonging within the Multnomah University community, and 
providing a quality food/coffee service experience through the application of best practices.  

 
Primary Responsibilities: 
General Café Location Oversight – Oversee all aspects of the Roger’s Cafe as the location manager, team 
lead, and primary customer advocate. 
 Primary customer service advocate for the Roger’s Café location; customers must have the chance to be 

satisfied with the product and service they receive 
 Place work orders when necessary to ensure location is safe and well maintained 
 Verify all food is served within general food handling regulations for the State of Oregon 
 Verify café is regularly cleaned within regulations and equipment is well maintained for optimum performance  
 Evaluate and decorate in current trends and style for the general region and within current student preference 
 Administrate the Point-of-Sale system data to support team use and inventory tracking 
 Meet regularly with supervisor to provide accurate reporting of café operations 

Café Student Employee Supervision & Training - Lead a team of student employees by example and provide 
them with a quality job experience as well as provide the café customers with quality customer service. 
 Schedule student employees through staff scheduling system which provides mobile notifications and tracking 
 Train all student employees to follow café procedures regarding cleaning, food handling, time management, etc. 
 Provide staff evaluations on a per semester basis 
 Always work to develop student employees to have a strong work ethic, ownership of what they can control, 

pride in their work, and take leadership when possible 

Café Product Management & Business Administration - Ensure accuracy in product ordering, evaluate 
product quality, and assess customer preference to enhance overall customer satisfaction. 
 Manage all invoices and purchase receipts according to campus Business Office procedures 
 Process transaction reports daily and monitor cash flow 
 Report and make deposits for the café on a weekly basis 
 Pass and hold a current food handler’s license for the State of Oregon 
 Research and order products to enhance efficiency and customer satisfaction 
 Order product as necessary and stock additional food items through local and regional vendors 
 Conduct weekly inventory to ensure accurate product ordering 
 Periodically evaluate customer satisfaction with current product and research new product options when needed 
 Work with campus focus groups to provide a collaborative product selection process 
 Provide professional, consumer-oriented service when dealing with students, co-workers, and the general 

public, whether assisting others on the phone, through email, or in person 
 Run occasional errands off campus 
 Receive and maintain approval with the MU Safe Driver Program 
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Role Model - Maintain a Christ-like testimony in all aspects of the job. 
 Communicate openly and clearly in a Christ honoring and congenial manner, both within the department and to 

those outside the department 
 Represent Multnomah well in dress, grooming and actions 
 Show discernment in the use of time 
 Communicate regularly and openly with Director 
 Encourage an atmosphere of unity and collaboration among university departments 

 
Qualifications: 
Job Specific Requirements: 
 Primary working hours are expected to be 35 per week during the Fall & Spring Semesters (Aug- April) with few 

hours during summer break (May-July). Summer break availability for special event staffing and as needs arise 
 Prior retail & café experience preferred 
 Individual must possess skills in problem solving and decision making; flexible, resourceful, and a self-starter 
 Be able to adopt a “go with the flow” way of thinking 
 Possess administrative and organizational skills; experience in and understanding of office procedures 
 Must be able to function with great customer service skills and exhibit a desire to serve others 
 Be willing to lead by example the café student employees 
 Must be able to lift at least 50lbs unassisted 
 Must be able to stand and/or work on one’s feet for at least 3 hours at any given time 
 Must possess confidence to interface with other departments and outside businesses 
 Detail oriented; have an ability to monitor simultaneous activities/multi-task and possess good time management 
 Be able to utilize Microsoft Outlook and willing to train in employee staffing software 
 Ability to carry a task through to completion 
 Must be an effective and diplomatic communicator and a team player as well as team lead 
 Be willing to adhere to coffee roaster specific training 
 Ability to manage a flexible working schedule 
 No more than 5% unpaid absenteeism without director’s approval  
 Demonstrated initiative and mature work habits - including appropriate use of institutional time and resources for 

personal internet and phone usage per the director’s discretion 

 

General Employment Requirements: 
Because we believe that professionally qualified, committed Christian personnel are key to the operation of a truly 
Christian university, and that not only teachers, but all employees, by the pattern of their lives, serve as role models 
to our students, all employment positions at Multnomah contain the following relating to required personal qualities: 
 Employees will have received Jesus Christ as his/her personal Savior. John 1:12 
 Employees will be in basic agreement with the institution’s doctrinal statement. 
 Employees will believe the Bible is God’s Word and standard for faith and daily living. 2 Tim. 3:16-17 
 Employees will be Christian role models in attitude, speech and actions towards others. This includes being 

committed to God’s biblical standards for morality and sexual conduct. 1 Tim. 4:12, Luke 6:40, Col. 3:17, Titus 
2:7-8, 1 Thess. 2:10 and 5:22. 

 Employees will be actively involved in a local church.  
 

This is a full-time support staff position with benefits including medical options, dental, vision,  
life insurance and disability benefits, also paid holidays, vacation accrual and sick time 

 all beginning the first day of the month following one month of employment. 
A generous Employee Tuition Grant is available after 1 year of employment. 

 

To Apply, find the application link here: www.Multnomah.edu/Careers 
 

 
If you have questions regarding this position, please contact Sunshine Eddy sunshineeddy@multnomah.edu 503.251.6466 

 


