
 

Join the Purple Porch Co-op Team! 
 
Purple Porch Co-op was founded in 2009 by people who had a desire to make their community a better 
place through food. We’ve grown a lot since our early days and still maintain our focus on local, ethical, 
and environmentally considerate food. Located in the heart of Downtown South Bend, Purple Porch 
Co-op offers a collaborative work environment that aspires to create an excellent experience for 
customers. 

Position: Prepared Foods Manager  
Reports To: General Manager 
Oversees department staff of approximately 12 cooks and dishwashers and one catering manager 
Status: Full Time, Exempt  
Pay: $27,040-31,200 annual (based on experience); Opportunity for goal-based bonuses; PTO 
Prepared Date: 2/2017  

Summary  
Collaborates with Leadership Team and staff in implementing a successful vision for the Prepared Foods 
Department and the Co-op that is centered on a very good reputation of great tasting prepared foods that 
utilize organic and local ingredients. Supervises and coordinates all activities of the Prepared Foods 
Department -  Kitchen, Café, Catering and coordinates activities with the rest of the PPC store by 
performing the following duties personally or through staff. Nurtures a culture of excellent customer 
service, great food and great finances while having fun. 

Competency  
To perform the job successfully, an individual should demonstrate the following competencies:  

● Culinary - Very good culinary skills 
● Problem Solving – Identifies and resolves problems in a timely manner; Works well in group 

problem solving situations.  
● Customer Service – Manages difficult or emotional customer situations; Responds to requests for 

service and assistance.  
● Interpersonal Skills – Focuses on solving conflict; Maintains confidentiality.  
● Oral Communication – Responds well to questions; Participates in meetings.  
● Teamwork – Balances team and individual responsibilities; Contributes to building a positive team 

spirit; Supports everyone's efforts to succeed; encourages a fun work environment.  
● Delegation – Delegates work assignments; Sets expectations and monitors delegated activities; 

Provides recognition for results.  
● Managing People – Makes self available to staff; Provides regular performance feedback.  
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● Organizational Support – Follows policies and procedures; Supports organization's goals and 
values.  

● Planning/Organizing – Prioritizes and plans work activities.  
● Safety and Security – Observes safety and security procedures; successfully completed Servsafe 

food handler training 
● Attendance/Punctuality – Is consistently at work and on time.  

Specific Responsibilities of Prepared Foods Manager  
Operations  

● Participates in long-term/strategic planning for the Prepared Foods Department in collaboration 
with the General Manager, Cook Leads and Catering Lead 

● Ensures that equipment is properly maintained and serviced.  
● Ensures up-to-date schedules for all Prepared Foods staff posted.  
● Communicates standards, expectations, policy changes and product knowledge to staff.  
● Ensures that all Prepared Foods staff are trained and follow safe handling procedures to ensure a 

safe and sanitary operation, compliant with health department regulations. This includes oversight 
of Prepared Foods Orientation and Prepared Foods Food Safety training.  

● Ensures that proper signage and merchandising occurs.  
● Maintains ingredient guidelines for high quality natural food products.  
● Oversees the research and development of new products, including menu planning.  
● Sets pricing guidelines for Cafe/Catering to meet margin goals.  
● Ensures displays and signage are aesthetically appealing, accurate and consistent with Purple 

Porch standards.  
● Ensures proper receiving of orders by staff.  
● Ensures inventory systems are created and used to limit out of stocks or overstocks of 

ingredients.  
● Schedules and conducts regular Prepared Foods staff meetings.  
● Checks in daily with Prepared Foods staff to ensure staff coverage, equipment functionality, staff 

morale, etc.  
● Responds promptly to any customer complaints and/or reports of foodborne illness.  
● Ensures adequate product and supplies are ordered and available for Kitchen/Cafe/Catering. 

 
Department Oversight/Facilitation  

● Meets with General Manager on a regular basis to ensure smooth operations 
(staffing/performance, operations, customer service, etc.) of all Prepared Foods areas.  

● Meets with Catering Lead on a regular basis to ensure smooth operations of Catering food 
preparation, marketing and customer service. 

 
Financial Practices  

● Meets labor, sales and margin goals determined in collaboration with the General Manager.  
● Communicates relevant sales, margin and labor goals to staff on a regular basis.  
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Personnel Practices   

● Actively addresses performance and personnel issues in a timely manner.  
● Ensures that staff evaluations are completed properly and on time.  
● Follows good documentation practices.  
● Coordinates pay increases with General Manager.  
● Maintains updated job descriptions for all supervised staff.  
● Ensures that high quality, qualified applicants are hired to fill vacancies in a timely manner 

following established hiring practices.  
● Ensures that all Prepared Foods staff receive appropriate orientation and training.  

Qualifications  
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. 
The requirements listed below are representative of the knowledge, skill, and/or ability required. 
Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential functions.  

● Education and/or Experience - Bachelor’s degree (B.A.) from four-year college or university; or 
one to two years related experience and/or training; or equivalent combination of education and 
experience.  

● Supervisory and culinary experience required.  
● Language Skills - Ability to read, analyze, and interpret technical procedures and governmental 

regulations. Ability to write reports, business correspondence, and procedure manuals. Ability to 
effectively present information and respond to questions from groups of managers, customers, 
and the general public.  

● Mathematical Skills - Ability to add, subtract, multiply, and divide in all units of measure, using 
whole numbers, common fractions, and decimals. Ability to compute rate, ratio, and percent and 
to draw and interpret bar graphs.  

● Reasoning Ability - Ability to solve practical problems and deal with a variety of concrete variables 
in situations where only limited standardization exists. Ability to interpret a variety of instructions 
furnished in written, oral, diagram, or schedule form.  

● Physical Demands - The physical demands described here are representative of those that must 
be met by an employee to successfully perform the essential functions of this job. While 
performing the duties of this job, the employee is regularly required to talk and hear. The 
employee is frequently required to stand; walk; sit; use hands to finger, handle, or feel and reach 
with hands and arms. The employee is occasionally required to climb or balance; stoop, kneel, 
crouch, or crawl and taste or smell. The employee must regularly lift and/or move up to 25 
pounds. 

● Work Environment - The work environment characteristics described here are representative of 
those an employee encounters while performing the essential functions of this job. While 
performing the duties of this job, the employee is regularly exposed to wet and/or humid 
conditions and occasionally works near moving mechanical parts. The noise level in the work 
environment is usually moderate.  The office environment requires the ability to share workspace. 
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If interested, please submit a letter of interest and resume to Greg Koehler, General Manager at 
123 N. Hill St. South Bend, IN.  References required upon request. 
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