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Job Title:   				Baker

Department:			Bakery


About New World 

We are a full service supermarket.  We offer customers a warm welcome and convenient supermarket shopping – all under one roof.  Our service is second to none.  Our friendly team prides itself on providing outstanding service and a pleasant shopping experience to all of our customers. Our people play a vitally important role in the success of our store, and help to deliver the shopping experience that sets New World apart in the community we serve.

New World Levin is operated by Matthew Rollinson and Gwen Bailey.

The Bakery Department

The Bakery Department has responsibility for producing and supplying high quality baking products to the supermarket.

Position Purpose

The primary role of the Baker is to assist in the day-to-day running of the Bakery department, ensuring that a maximum range and sufficient quantity of high quality freshly baked products are available for sale at the correct price at all times during opening hours.

Key Relationships

The Baker reports to the Bakery Manager and will develop and maintain excellent relationships with:
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OWNER / OPERATOR








BAKERY MANAGER

DEPARTMENT   MANAGERS





BAKERY 2IC
DEPARTMENT 2IC’S





BAKERS & BAKERY ASSISTANTS 
STORE STAFF






External Relationships









The Job 

	Key Result Area
	Activities will include:


	Training
	· Signing up and commiting to NZQA training
· Completing all training as required


	Ranging & Pricing 
	· Mixing, proving, baking, finishing and packing the correct quanitity and quality of products as directed 
· Assists to implement price changes


	Product Preparation and Knowledge
	· Baking, finishing and packing all core products to agreed standards, specifications and recipes
· Keeping wastage to agreed minimums
· Demonstrating working knowledge of all bakery products 


	Inwards Goods
	· Checking deliveries against packing slips
· Conducting temperature checks


	Food Safety
	· Date coding all stock
· Storing products to maintain the cool chain
· Adhering to ALL food safety policies, procedures and practices at all times 


	Health & Safety
	· Adhering to, and demonstrating a commitment to the Health & Safety policies and procedures on a daily basis


	Store Policies and Procedures
	· Keeping all documentation up to date and relevant
· Adhering to all customer service, food safety, health & safety, food labelling, weights and measures, security, confidentiality and other store policies and procedures at all times, as well as the Commerce Commission and Fair Trading Act rules and regulations


	Other Duties
	· Completing other reasonable duties from time to time as requested to ensure business continuity




These key result areas form part of the job holder’s performance plan.  New objectives/key result areas may be agreed for subsequent years.











“I Care” Workplace Culture

At Levin New World, we promote an  “I Care” workplace culture and these values and behaviours must be demonstrated by all staff, at all times.

1. Commitment to Self
I look after myself and take pride in all I do

1. Commitment to Work
I make a positive contribution to the workplace

1. Commitment to Others
I treat others with dignity and respect

The duties in this position could involve

· Standing for long periods
· Walking
· A wide range of manual handling including lifting, lowering, pushing and pulling
· Climbing stairs / ladders
· Repetitive movements
· Use of cleaning chemicals
· Use of hand tools
· Mental activity e.g. concentration
· Use of electrical equipment
· Working in a cold environment
· Use of sharp and potentially hazardous equipment

Key Selection Criteria

· Proven experience as a Baker in a retail environment
· Ability to communicate fluently in English 
· Ability to communicate with people from all walks of life
· Ability to maintain a high degree of confidentiality and manage sensitive information
· Ability to use initiative, sound judgement, discretion and integrity
· The ability to prioritise multiple tasks and manage time to meet deadlines whilst preserving the highest level of quality
· Enthusiasm for work
· Great customer skills
· Problem solving skills and attention to detail

Desirable Qualities, Skills & Experience

· Basic maths skills
· Computer literate
· Team player
· Flexiblity, open minded
· Commitment to excellence
· Motivated, enthusiastic and energetic
· Unit standard 497, 167, 168
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Honesty
Acting with integrity at all times, communicating in an open and honest manner with each other and our customers. Respecting our differences and working towards constructive outcomes in a sincere manner.

Professionalism
Ensuring we have the appropriate levels of skill and expertise and applying them to achieve consistently high standards.

Trust
Taking personal responsibility to entrust in others and ensure we act in a reliable manner that engenders confidence in each other.

Fun
Interact positively with one another. Laughter and fun are considered to be an important part of a healthy work environment.

Support
Seek ways of supporting one another so all staff are able to fulfil the requirements of their position and feel a sense of belonging to this team.

Innovation
Exploring different options and ideas and encourage the culture to try new things and embrace modern times.


“Diversity is having a seat at the table, Inclusion is having a voice, and Belonging is having that voice be heard”



Our Customer Promises are: 

Fair Value Everyday
Inspiring Solutions
ASwesome Experiences


The Foodstuff Values are:

Think Customer
Courageous
In it Together
Above the line

Health & Safety Responsibilities for all employees

All employees are required to adhere to the store’s Health & Safety policy and legislative requirements by:
1. Becoming aware of hazards within the department and store and the following the correct procedures for reporting incidents/accidents
1. Ensuring all practicable steps are taken to prevent personal injury and illness in the workplace.  
1. Complete all necessary reporting requirements when necessary
1. Being accountable for health and safety performance in their work area
1. Co-operating with any rehabilitation plans when injured or ill to ensure a prompt return to work in line with the rehabilitation policy
1. Consulting with employee representatives on health and safety matters
1. Encourage all employees to report all hazards they encounter and to report all incidents, symptoms or near misses
1. Assisting with the investigations of serious harm incidents
1. Ensuring that your actions, or inaction, at work do not harm yourself or anyone else
1. Use suitable protective clothing and equipment as provided by your employer for safety in your department
1. Ensuring all spillages are cleaned up immediately, using caution signs until the floor is dry

Health & Safety Responsibilities for all managers

In addition to the above requirements all managers are required to adhere to the store’s Health & Safety policy and legislative requirements by:
1. Training employees in their roles and responsibilities under the Health and Safety at Work Act 2015
1. Inducting new employees into the department, indlcuding providing information about the hazards in the work area
1. Ensuring all hazards in the department are identified, reported and recorded to the Compliance Manager
1. Taking responsibility for the supervision of new employees
1. Training employees in Safe Work Procedures and completing training records
1. Supervising employees to ensure hazards are managed according to the hazard register
1. Ensuring staff wear personal protective equipment as required
1. Supervising and implementing rehabilitation plans for injured employees
1. Carrying out informal inspections to monitor existing hazards and identify new hazards
1. Supervising visitors and contractors when working in the department to ensure safe procedures are followed.


I have read and understood this job profile.	

____________________________________	___/___/___
Signature	Date
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HEALTH AND SAFETY POLICY
Objective:         To ensure the health and safety of people who work for, or visit our Store. This Policy covers all       Team Members, Temporary Staff, Contractors and Visitors. 

Policy Owner:  Store Owner Operator 

STORE management is committed to providing and maintaining a safe and healthy working environment for its Team Members, visitors, and all persons using the premises as a place of work. 
To ensure a safe and healthy work environment, management will develop and maintain a Safety Management System. Specifically, management will: 

• Set health and safety objectives and performance criteria for all managers and work areas 
• Annually review health and safety objectives and managers’ performance 
• Actively encourage the accurate and timely reporting and recording of all incidents and injuries 
• Investigate all reported incidents and injuries to ensure all contributing factors are identified and, where appropriate, plans    are formulated to take corrective action 
• Actively encourage the early reporting of any pain or discomfort 
• Support timely, safe and sustainable return to work, including possible alternative duties, where     possible 
• Identify all existing and new hazards and take all reasonably practicable steps to eliminate or minimise the exposure to any hazards and manage the risks. 
• Ensure that all Team Members are made aware of the hazards and risks in their work area and are adequately trained to enable them to perform their duties in a safe manner 
• Encourage Team Members consultation and participation in all matters relating to health and safety 
• Promote a system of continuous improvement, including the annual review of policies and procedures 
• Meet our obligations under the current Health and Safety at Work Legislation and any relevant Regulations, Codes of Practice, Standards or Guidelines. 

Every Team Member of the company is expected to share in the commitment to health and safety. 

Every manager and supervisor has a responsibility for the health and safety of those Team Members working under their
Direction.

Each Team Member is expected to play a vital and responsible role in maintaining a safe and healthy workplace through: 

   • Observing all safe work procedures, rules and instructions 
   • The early reporting of any pain or discomfort 
   • Taking an active role in treatment and rehabilitation plan, to ensure a timely, safe and sustainable  return to work. 
   • Ensuring that all incidents, injuries and hazards are accurately reported to the appropriate person. 
   • Health and Safety Working Groups 

We fully support our health and safety Working Group; the Working Group which has been formed by using an agreed system between the employees, managers & Owner/Operators. The Working Group  will include senior management, staff representatives, Union and other nominated representatives. The Working Group is responsible for the implementation, monitoring, review and planning of health and safety policies, systems and practices. 

Date:          ________________________________________
Name:        ________________________________________
Signature: ________________________________________
BAKERY


Foodstuffs Business Advisors


Foodstuffs Retail Legislation Advisors


Customers


Suppliers


Foodstuffs Specialists
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