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Hospitality Coordinator
Little Trinity Church has 180 years of bringing the community together in worship and events. The role of Hospitality Coordinator is a very integral part of our fellowship every Sunday, holiday seasons and special events. This position will appeal to a person with excellent time management, extremely well-organized skills and a gift for hospitality. This is a fast-paced position and requires an energetic person willing to learn and then make it their own creation. 

Reports To: Weekly activities will be supervised by the Facility Manager.

Position Purpose: To facilitate the food and beverages of two coffee hours (9am & 10:45) every Sunday morning (average 6hrs). There is a small component of cleaning & facility maintenance for the spaces following services.

Hours: Sunday Mornings from 8am -2pm.(varies seasonally) There will also be opportunities to support Little T during special event rentals and holidays. Additional 2hrs for inventory is also allotted for inventory purchasing. 

Responsibilities: 
Coffee Hour – preparation of coffee/ beverages, prepare food trays for after the 9am and repeated for the 10:45 service. 
The food trays involve preparing cut up fruits, cheeses, pastries etc. to make thoughtful and appealing arrangements for the buffet tables. Preparing the urns of coffee, tea and water dispensers, preparation of the food/beverage buffet tables and all items needed (cups, sugar, milk etc.)

Cleaning –Cleaning of hall post services(tables, floor sweep, mop floors when needed, chairs etc.) washrooms and the kitchen following the morning services and removal of all refuse. - As needed cleaning (winter floor cleaning) Cleaning responsibilities are seasonally determined with periods of rotated tasks – A more detailed cleaning schedule to be developed with supervisor

Inventory - Purchasing weekly supplies - milk, cream, cheese, pastry etc. for the trays each week (an allotment of an additional 2hrs is given each week for this)

Relational - Be welcoming, outgoing and  friendly to all space users, neighbors, and church community members.

Other Requirements - Police reference check required as standard policy of the Anglican Diocese of Toronto - Casual lifting to 50lbs. 
Job Types: Permanent, Part-time hours: 8 per week - any extra events will be in addition to these hours and paid in addition to this.

Rate Per Hour $25
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