CANTEEN / CAFÉ STOCK PURCHASER
Role: Canteen / Café Stock Purchaser
Works With: Both the Management and Junior Committees. 
Role Summary: 
Purchase and organise delivery of stock for the Canteen / Café, working with both the Canteen Manager and Café Managers to ensure adequate and suitable stock for events
· Key Responsibilities: Canteen / Café Manager.
· Liaise with Canteen / Café Managers regarding stock required to cater for events
· Purchase and organise delivery for all stock required for the café and canteen, including events.
· Ensure that all items ordered are included in each delivery
· Ensure that all delivered items have a reasonable Use By Date and that the goods are In Date
· Advise the Canteen / Café Managers are aware of items with restricted Use By Dates
· Ensure all produce has been stored away correctly, storeroom, fridge or freezer.
· Maintain list of suitable suppliers and accounts for café/canteen stock
· Utilise the club’s debit card issued to the person in the role for all purchases
· Be fiscally responsible with purchasing and operate within budget provided by the Club Treasurer for the season
· Ensure all stock has been paid for and any accounts/invoices paid
· Provide all receipts to the club Treasurer for financial management records
· Provide information regarding cost of stock to Canteen/Café Managers so price lists can be maintained
