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	Parliamentary Service Department
Job Description



Barista Café Attendant 
	Classification:
	Bar Attendant

	Type of employment:
	Part-time

	Unit:
	Catering Services

	Date last updated:
	May 2026

	This position reports directly to:
	Catering Operations Manager 

	This positions Supervisor is responsible to:
	Deputy Executive Manager

	Number of staff reporting to this position:
	Nil


About the Unit
Parliamentary Services Department Catering Services is responsible for ensuring Members, staff and visitors are provided with appropriate food and beverage services. The unit maintains the safe management of food implementing HACPP and Work Health and Safety (WH&S) as well as follows the responsible service of alcohol (RSA). The unit is responsible for the management of the Parliamentary Refreshment Rooms (PRR) as a business entity including accounting for stock and finances. Catering is responsible for providing services at Parliament House and 2 Parliament Place.
Primary Responsibilities 
The Café on level three of 2 Parliament Place is located adjacent to Parliament House and provides services for approximately 150 internal Parliamentary staff and Members of Parliament.
The Barista Café Attendant is responsible for the day-to-day coordination and service of food and beverage requirements, barista service, presentation and cleaning of the café with a consistent high level of service.  
Specific Duties

1. Working autonomously undertaking barista and café attendant duties.
2. Accurate processing of sales through ‘Swiftpos’ point of sale and eftpos. 
3. Selling of pre-packaged food and beverage items. 
4. Prepare basic food items.
5. Maintaining stock levels by ordering stock from main Catering Services stores, via internal ordering procedure.
6. Collecting stock orders from main Catering Services stores and restocking fridges ready for daily opening.
7. Maintaining a clean café environment as per standard operating procedures and Food Safe Plus standard. 
8. Cleaning of coffee machine and barista area as per standard operating procedures and Food Safe Plus standard. 
9. Removal of all perishable waste from café at end of day using correct standard operating procedures. 
10. Recording waste items daily via Swiftpos point of sale.
11. End of day point of sale reconciliation and balancing. 
12. Reporting of any café maintenance issues to Building Services. 
13. Report any Work Health and Safety (WH&S) matters to the Dining Room Manager and the WH&S representative. 
14. Assisting with event catering at any of the Parliamentary function venues as required. 
Selection Criteria
Essential	
1. Minimum 3 years experience working in barista role.
2. Minimum 3 years experience in similar café environment. 
3. At least 2 years relevant hospitality expertise in a high-profile environment, preferably with silver and a-la-carte service. 
4. Experience with touch screen point of sales systems, Swiftpos an advantage but not essential.
5. Very good organisation skills.
6. Strong communication and interpersonal skills.
7. Excellent service skills.
8. Reliability, dependability and confidentiality.
9. Knowledge of work health and safety practices including safe chemical use and food safety standards (HACCP).

Competencies
QUALITY ORIENTATION/ATTENTION TO DETAIL
Accomplishing tasks through concern for all areas involved, no matter how small; showing concern for all aspects of the job; accurately checking processes and tasks; maintaining watchfulness over a period of time.

 TEAMWORK/COLLABORATION	
Working effectively with team/work group or those outside formal line of authority (eg. peers, senior managers) to accomplish organisational goals; taking actions that respect the needs and contributions of others; contributing to and accepting the consensus; subordinating own objectives to the objectives of the organisation or team.
CUSTOMER SERVICE/FOCUS
Pro-actively developing customer relationships by making efforts to listen to and understand the customer (both internal and external); anticipating and providing solutions to customer needs; giving high priority to customer satisfaction.
WORK STANDARDS
Setting high goals and maintaining high standards of performance.
COMMUNICATION
Expressing ideas effectively in individual and group situations (including non-verbal communication); adjusting language or terminology to the characteristics and needs of the audience.
ADAPTABILITY
Maintaining effectiveness in varying environments and with different tasks, responsibilities and people.
Parliamentary Service Department Values
Parliamentary Service Department staff are expected to embrace the following four values, which underpin positive culture and behaviours.
Professional – Showing respect and professionalism in all aspects of work. 
Accountable – Being honest and trustworthy in performance of our public duties.
Transparent – Maintaining fairness and consistency.
Helpful – Cooperation among teams and with others while always showing encouragement. 
Unit Organisational Structure








Further Information
· Provision of a National Police Clearance not more than twelve months old will be required prior to commencement in this position.
· Applicants must be an Australian citizen or permanent resident.
· Applicants may be required to undertake skills or psychometric testing.
Acknowledgement
I acknowledge that my supervisor has explained this job description to me:
_________________________		____________________	Date: _______________
             Employee Name		                  Employee Signature 
_________________________		____________________	Date: _______________
           Supervisor’s Name			  Supervisor’s Signature 
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