
Job title: Shop Assistant + Part Time Baker

Reports to: Jess Owen (Owner) + Tori Cooper (Virtual Assistant)

Role Purpose: Front of house duties - serving customers, point of
sale, refilling cabinet, help to prepare and solely bake some cabinet
foods, donut making

Hours: Friday + Saturday 5am - 2pm (9 hours per day) with potential
for additional hours on a Thursday to be discussed

Pay: $22 p/hour

Role Type: Contractor

Key Responsibilities Deliverables/outcomes

Front of House Shop Assistant Managing the front of house during opening
hours, serving customers, bagging their
cabinet selections and processing through
Point of Sale system, eftpos/cash handling,
keeping cabinet stocked, keeping shop front
clean and tidy

Cabinet food prep Making donuts to fill the cabinet early
morning prior to opening in a timely manner
in multiple flavors. Rolling, rising, cooking and
filling/icing/decorating donts for sale fresh
each day

Cabinet cake + cupcake decorating Icing cupcakes and small cabinet cakes with
Jess - potential training/upskilling

Icing/filling preparation Make buttercream, icings and fillings
according to supplied recipes to

Cleaning Cleaning kitchen, dishes and daily
vacuuming/steam cleaning. Assisting in
record keeping where needed

Cleaning + food safety Confidence with Food Safety and Health and
Safety Standards and able to uphold these on



a daily basis within our current A graded
Food Control Plan - training will be provided

Record Keeping Update and record cleaning schedules, fridge
temperatures and other records for Council
Food Control Plan - training provided.

General duties Helping Jess & team when required with
other tasks such as making icings, fillings,
cakes and orders, potential to upskill as a
baker and decorator for the right candidate

The right candidate will be:

Careful and accurate with an eye for detail, creative, practical and efficient with good
organisational skills, have attention to detail when dealing with measuring and recipes.

Able to work quickly and well under pressure, able to work on their feet for prolonged periods of

time, able to follow instructions, do basic maths, and have excellent english

speaking/understanding.

Be able to work as part of a team and alone autonomously without supervision.

Have a hard working attitude and work until the job is done to a high standard, uses their

initiative and recognizes and implements efficiencies. Has a friendly and positive attitude and

treats everyone with respect.

Great customer service skills, and experience in a front of house or retail environment - must be

friendly and welcoming to all customers and team.



Have impeccable personal hygiene and presentation standards, a willingness to learn and a

positive attitude. Bakers need to be reasonably fit and healthy, with a high standard of personal

cleanliness, heavy lifting is required (up to 30kg)

Comfortable using social media and being on social media (Instagram + Facebook) and

updating throughout the day.

Have their own transport/vehicle and drivers license (shopping and deliveries may be required

occasionally)

Legally able to work in New Zealand

Be a registered sole trader/self employed

Experience required:

Basic baking/cake decorating skills required - please include photos of your work, technical

training will be provided to the right candidate but some experience is needed whether its in a

working environment or personal baking.

Basic food safety and hygiene understanding (training provided)

Basic food handling, experience in cafe/restaurant/bakery preferred but not required.

Customer service experience required - please provide examples of industry experience thids

was in (retail etc)

Please apply by sending your CV, at least 2 references and photos of your work to

workatjustjess@gmail.com - Applications close 30th June 2021.

mailto:workatjustjess@gmail.com


A shortlist will be made for potential applicants and they will be contacted within 2 weeks to

arrange an interview.

Come and join me! I’m looking for a fun, motivated and like minded person to join me, learn how

to make thicc donuts, fluffy buttercream and bring others joy through beautiful and delicious

food. I’ve got big plans baby, so jump on board and ride this wave with me.

Lots of love and buttercream dreams,

Jess x


