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COFFEE SHOP SUPERVISOR 
Tocqueville Holding Ltd, 126 Kings Road, London SW3 4TR 

JOB DESCRIPTION:
We’re currently looking for a future Coffee Supervisor to join our team. The role starts with 1.5 months as a barista, giving you the time to understand our café, team, and service standards. You’ll then transition into a supervisor position, taking on more responsibility and helping lead the team on a daily basis. If you’re motivated, passionate about great coffee, and ready to take the next step, this is the perfect opportunity.

KEY RESPONSABILITIES:
· Supervise the team and daily shift operations
· Support and train new baristas during their first weeks
· Maintain hygiene documentation (Diary Book, Fridge Book, Google checklists)
· Oversee maintenance of coffee equipment and report any issues
· Act as a team lead in the absence of the manager
· Ensure high service standards and keep a clean, well-run environment

REQUIRED SKILLS:
· 1 year of skills
· R
· Energetic, organised, and eager to learn
· Comfortable taking initiative and leading by example
· Strong communication and team skills
· Attention to detail and high standards of cleanliness
· Well-groomed and professional appearance


MARIA BORGATO
London SW, UK   l    Maria.borgato21@gmail.com   l    +44 743057504

PERSONAL STATEMENT:
Motivated and passionate hospitality professional with strong experience as a barista, head barista, and retail supervisor. Skilled in delivering high-quality coffee, maintaining excellent service standards, and leading teams in fast-paced environments. Confident in supervising shifts, supporting new staff, managing hygiene routines and ensuring a clean, well-run café. A proactive team player with strong communication, problem-solving skills and a positive attitude, ready to grow in the coffee supervisory role and contribute to a friendly, ambitious and customer-focused environment.

PROFESSIONAL EXPERIENCE:
Retail Sales Supervisor- 09/23- Present / All good things- The O2, Greenwich Peninsula
· Delegated tasks effectively to a team of 8 sales assistants, maintaining high store standards and achieving sales goals.
· Communicated clearly with customers, resolving issues with active listening and improving overall satisfaction.
· Handle cash, stock, deliveries, and inventory rotation with accuracy and responsibility. 
· Maintain daily reports and opening/ closing procedures.
· Organise weekly staff schedules when required to ensure efficient coverage during busy periods.
· Support team members through coaching and guidance, contributing to improved performance and morale.
Head Barista/ waiter- 2022-2023 / Zest Brunch and Bar- Lewisham
· Demonstrated strong organisation by keeping clean workstations, stock rotation (expired dates), hygiene routine and food-safety standards.
· Assisted customers with friendly and clear communication, creating a welcoming hospitality environment.
· Prepared high-quality coffee and food orders while multitasking during peak hours.
· Support new staff by explaining procedures and helping them adapt quickly.
· Handling payments accurately and balancing the till at the end of shifts.
· Served a variety of hot and cold beverages with consistent quality and presentation standards, latte art.
Head Barista- 05/21 to 08/22 / Costa Coffee – Catford
· Prepared espresso-based drinks to Costa standards, maintaining consistency and latte art.
· Delivering efficient customer service during busy periods, demonstrating strong time management.
·  Excellent customer experience and quality coffee/ drinks.
· Maintaining the cleanliness and organisation of the coffee bar and seating area.
· Responsible for opening and closing the shop.
· Collaborated with team members and kept operations running smoothly.

KEY SKILLS:
·  Team leadership and supervision.
·   Staff Scheduling & training.
· Customer service excellence
·   Problem Solving and Decision Making
· Initiative and proactive attitude.
· Time management & multitasking
· Organisation & attention to detail
· Hospitality & latte art
· Fluent English- Native Brazilian Portuguese- Basic Spanish 
· Strong verbal & written communication
· Microsoft 365 (Word, Excel, PowerPoint, Outlook, Teams) 
· Reliability, punctuality, and a Fast learner
· Active listening, empathy and patience
· Positive and collaborative team player

QUALIFICATIONS:
· Leadership Foundation Course – LinkedIn 2023/ Customer Service Excellence Certificate-2022/ Currently enrolled in High Business Education for the Workplace.



Maria Borgato
London, United Kingdom
Dr. hiring Manager

 I am writing to express my interest in the Coffee Shop Supervisor position. With over 2 years of experience in retail and hospitality, I have developed strong leadership, organisational, and customer service skills, making me an excellent fit for this role.
In my current position as Retail Supervisor at All Good Things, I am responsible for team scheduling, task delegation, stock management, and ensuring exceptional customer experiences. Previously, as Head Barista at Costa Coffee and Zest Brunch & Bar, I honed my ability to lead teams in fast-paced environments, manage cash-handling procedures, and maintain high standards of quality and service. These experiences have equipped me with a solid understanding of operational efficiency, staff training, and creating a welcoming atmosphere that drives customer loyalty.
I am passionate about delivering excellence and fostering a positive team culture. My ability to lead by example, combined with my enthusiasm for hospitality and commitment to achieving results, will allow me to make a valuable contribution to your coffee shop.
Thank you for considering my application. I would welcome the opportunity to discuss how my skills and experience align with your needs and how I can contribute to your success.
Yours faithfully,
Maria Borgato

