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ENGLISH

Responsibilities of a Branch Manager at 5Stars Global Café
The Branch Manager is responsible for overseeing all operations at one or more locations of the 5Stars Global
Café, ensuring a high standard of service, quality, and efficiency in all aspects of café management. This role
includes managing staff, operations, customer satisfaction, inventory, financial performance, and adherence
to company policies and brand standards.

1. Leadership and Staff Management

Responsibilities:

Hiring, Training, and Onboarding: The Branch Manager is responsible for recruiting, training, and onboarding new staff.
This includes ensuring that employees are familiar with the café’s culture, standards, and operating procedures.
Scheduling and Shift Management: The manager organizes staff schedules to ensure optimal coverage for peak and off-peak
times, ensuring the café is adequately staffed at all times.

Motivation and Development: Encourage and motivate staff to maintain a high level of morale and professionalism.
Providing regular feedback, performance reviews, and opportunities for career growth.

Conflict Resolution: Address any staff issues or conflicts, ensuring a positive and professional work environment.
Reasoning:

Effective leadership is essential to ensure the café operates smoothly and meets its objectives. Motivated, well-trained staff
contribute to a positive customer experience and operational efficiency.

2. Customer Service Excellence

Responsibilities:

Customer Satisfaction Management: Ensure that every customer receives high-quality service and satisfaction. Address any
customer complaints or feedback promptly and professionally.

Quality Control: Monitor the quality of service, food, and beverages, ensuring they meet the company’s high standards.
Conduct regular checks to ensure consistency in taste, presentation, and hygiene.

Customer Relations: Build and maintain strong relationships with regular customers, ensuring they feel valued and
appreciated. Handle VIP customers and special requests personally.

Reasoning:

Customer satisfaction is key to the café’s success. Positive customer experiences drive repeat business, and effective complaint
resolution prevents negative reviews and retains customers.

3. Operational Oversight

Responsibilities:

Daily Operations Management: Oversee all day-to-day operations, from opening to closing. This includes monitoring the
pace of service, order accuracy, and ensuring operational standards are met.

Stock Management: Manage inventory, ensuring that the café has adequate supplies of ingredients, beverages, and other
essential materials. Oversee ordering, receiving, and stock rotation.

Health and Safety Compliance: Ensure that the café complies with all health, safety, and legal regulations, including food
safety standards, fire safety protocols, and emergency procedures.

Maintenance: Ensure that the café’s equipment and furniture are well-maintained, managing repairs and ensuring the café
environment is clean, inviting, and comfortable for customers.

Reasoning:

Efficient operations are essential for providing timely and high-quality service. A well-maintained café ensures a safe
environment for both staff and customers, while inventory management prevents shortages or wastage.
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5. Marketing and Promotion

Responsibilities:

Local Marketing and Promotions: Develop and implement local marketing strategies to attract new customers and retain
existing ones. This may include running promotions, loyalty programs, and events.

Social Media and Online Presence: Oversee the café’s online presence, including social media platforms. Engage with
customers online, share promotions, and ensure that customer inquiries are addressed promptly.

Brand Representation: Ensure the café upholds the brand image and values, delivering a consistent experience that reflects the
5Stars Global Café standards.

Reasoning:

Marketing is essential for attracting new customers and maintaining visibility in a competitive market. A strong online and
local presence helps build brand recognition and loyalty.

6. Compliance with Company Policies and Procedures

Responsibilities:

Adherence to Company Policies: Ensure the café operates in accordance with all company policies, including employee
conduct, customer service, and operational guidelines.

Performance Monitoring: Regularly assess branch performance against company standards and KPIs, reporting results to
senior management.

Implementation of Company Initiatives: Implement new company initiatives, such as menu changes, service improvements,
or corporate social responsibility programs.

Reasoning:

Following company policies ensures consistency and brand alignment across all locations. It also ensures that the café is
compliant with legal and operational regulations.

7. Inventory Management and Stock Control

Responsibilities:

Inventory Tracking: Oversee the tracking of stock levels, including coffee beans, milk, syrups, pastries, and other
consumables.

Supplier Relations: Maintain strong relationships with suppliers and negotiate prices, delivery times, and quality to ensure the
café receives the best possible products at competitive prices.

Waste Reduction: Implement systems to reduce food waste and optimize inventory use. Ensure that perishable items are used
before their expiration date and manage stock rotation effectively.

Reasoning:

Effective inventory management is crucial to ensuring product availability, maintaining profitability, and reducing waste.
Proper stock management also contributes to better customer service by ensuring that popular menu items are always in
stock.

8. Staff Training and Development

Responsibilities:

Ongoing Training: Conduct regular training sessions for all staff members, including barista skills, customer service, food
safety, and health standards.

Mentorship: Provide ongoing support and mentorship to employees, guiding them in improving their skills and performance.
Career Development: Identify employees with leadership potential and provide opportunities for career advancement within
the company.

Reasoning:

Continuous training ensures that staff remain competent and motivated. A well-trained team delivers superior service, which
enhances customer satisfaction and increases overall operational efficiency.
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9. Health, Safety, and Security Management

Responsibilities:

Health and Hygiene Standards: Ensure that all health, hygiene, and safety regulations are strictly followed, including food
safety standards, employee hygiene, and cleanliness of the café.

Security Procedures: Oversee security systems, including surveillance cameras, alarm systems, and staff awareness of
security procedures, to prevent theft and ensure the safety of staff and customers.

Reasoning:

Maintaining health, safety, and security standards is vital for both legal compliance and customer confidence. Ensuring
these protocols reduces the risk of incidents that could negatively impact the café's reputation and operations.

10. Reporting and Communication with Senior Management

Responsibilities:

Operational Reports: Prepare regular reports for senior management on operational performance, including sales, staffing,
customer satisfaction, and financial data.

Problem Reporting: Immediately report any operational issues, incidents, or challenges to senior management and
collaborate on solutions.

Feedback Collection: Gather feedback from both customers and employees to present to senior management for future
improvements.

Reasoning:

Effective communication with senior management ensures that the café is aligned with company goals and objectives.
Regular reporting also helps in making data-driven decisions to improve operations.

Conclusion

The Branch Manager at 5Stars Global Café plays a crucial role in ensuring the efficient operation, growth, and success of
the café. Through effective leadership, financial management, customer service, and operational oversight, the Branch
Manager ensures the café delivers an exceptional experience to customers while meeting financial and operational goals.
Adherence to the company's standards and policies, alongside continuous development of staff and engagement in local
marketing, guarantees a consistent and positive brand experience across all branches.

By fulfilling these responsibilities, the Branch Manager not only upholds the values and reputation of 5Stars Global Café
but also ensures a thriving, profitable, and welcoming environment for both customers and employees.
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5Stars Global Café Sube Yonetici Sorumluluklar:

Sube Yonetici, 5Stars Global Café'nin bir veya birden fazla subesinde tiim operasyonlar1 denetlemekten
sorumludur. Bu rol, kafe yonetiminin her yoniinde yiiksek hizmet, kalite ve verimlilik standardinin saglanmasini
icerir. Sube Yonetici, personel yonetimi, operasyonlar, miisteri memnuniyeti, envanter, finansal performans ve
sirket politikalarina ve marka standartlarina uyumu saglar.

1. Liderlik ve Personel Yonetimi

Sorumluluklar:

Ise Alim, Egitim ve Oryantasyon: Sube Yénetici, yeni personelin ise alimin, egitilmesini ve oryantasyonunu saglamakla
sorumludur. Bu, ¢alisanlarin kafenin kiltiiriine, standartlarina ve operasyon prosediirlerine agina olmalarini saglamayi igerir.
Calisan Programi ve Vardiya Yonetimi: Midiir, zirve ve diisiik yogunluklu zamanlar i¢in personel programlarini organize eder,
boylece kafenin her zaman yeterli sayida personele sahip olmasini saglar.

Motivasyon ve Gelisim: Personeli yitksek moral ve profesyonellik diizeyini korumaya tesvik eder ve motive eder. Diizenli geri
bildirimler, performans degerlendirmeleri ve kariyer gelisim firsatlari sunar.

Catigma Coziimii: Personel arasindaki herhangi bir sorunu veya ¢atigmayi ¢ozerek, olumlu ve profesyonel bir ¢aligma ortami
saglar.

Gerekge:

Etkili liderlik, kafenin sorunsuz bir sekilde ¢alismasini ve hedeflerine ulasmasini saglamak icin ¢ok 6nemlidir. Motivasyonu
yiiksek, iyi egitimli personel, pozitif miisteri deneyimleri ve operasyonel verimlilik saglar.

2. Miisteri Hizmetlerinde Miikemmeliyet

Sorumluluklar:

Miisteri Memnuniyeti Yonetimi: Her miisteriye yiiksek kaliteli hizmet ve memnuniyet saglamak. Miisteri sikayetlerini veya geri
bildirimlerini hizli ve profesyonel bir sekilde ele almak.

Kalite Kontrolii: Hizmet, yemek ve iceceklerin kalitesini izleyerek, sirketin yiiksek standartlarina uygun olmasini saglamak. Tad,
sunum ve hijyenin tutarli oldugundan emin olmak i¢in diizenli kontroller yapmak.

Miisteri Iligkileri: Diizenli miisterilerle giiclii iliskiler kurmak ve siirdiirmek, boylece onlarin degerli ve takdir edildiklerini
hissetmelerini saglamak. VIP miisteriler ve 6zel taleplerle birebir ilgilenmek.

Gerekge:

Miisteri memnuniyeti, kafenin basarisi i¢in anahtardir. Pozitif musteri deneyimleri, tekrarlayan is saglar ve etkili sikayet ¢oziimii,
olumsuz yorumlar: engeller ve miisterilerin sadik kalmalarini saglar.

3. Operasyonel Denetim

Sorumluluklar:

Giinliik Operasyonlarin Yonetimi: A¢ilistan kapanisa kadar tiim giinliik operasyonlari denetlemek. Bu, hizmet hiziny, siparis
dogrulugunu izlemeyi ve operasyonel standartlarin karsilandigindan emin olmayu igerir.

Stok Yonetimi: Envanteri yonetmek, kafenin malzeme, icecek ve diger temel malzemelerden yeterli tedarikinin oldugundan emin
olmak. Siparis verme, teslim alma ve stok rotasyonu siireclerini denetlemek.

Saglik ve Giivenlik Uygunlugu: Kafenin tiim saglik, giivenlik ve yasal diizenlemelere uygunlugunu saglamak, gida giivenligi
standartlari, yangin giivenligi protokolleri ve acil durum prosediirleri dahil olmak tizere.

Bakim: Kafenin ekipman ve mobilyalarinin iyi durumda olmasini saglamak, onarimlar1 yonetmek ve kafe ortaminin temiz,
davetkar ve miisteriler i¢cin konforlu olmasini saglamak.

Gerekge:

Verimli operasyonlar, zamaninda ve kaliteli hizmet sunmak igin gereklidir. Tyi bakimli bir kafe, hem personel hem de miisteriler
i¢in giivenli bir ortam saglar, ayrica envanter yonetimi, eksiklik veya israfi onler.
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5. Pazarlama ve Promosyon

Sorumluluklar:

Yerel Pazarlama ve Promosyonlar: Yeni miisteriler gekmek ve mevcut miisterileri elde tutmak icin yerel pazarlama
stratejileri geligtirmek ve uygulamak. Bu, promosyonlar, sadakat programlari ve etkinlikler diizenlemeyi igerebilir.

Sosyal Medya ve Cevrimigi Varlik: Kafenin ¢evrimici varligini denetlemek, sosyal medya platformlar: dahil. Misterilerle
cevrimigi etkilesime gecmek, promosyonlar paylasmak ve miisteri taleplerini hizl bir sekilde yanitlamak.

Marka Temsil: Kafenin marka imajini ve degerlerini korumasini saglamak, 5Stars Global Café standartlarina uygun tutarli bir
deneyim sunmak.

Gerekge:

Pazarlama, yeni miisteriler cekmek ve rekabetci bir pazarda goériiniirliigii korumak icin gereklidir. Giiglii bir ¢evrimici ve yerel
varlik, marka taninirlig ve sadakati olusturmaya yardimeci olur.

6. Sirket Politikalarina ve Prosediirlerine Uyum

Sorumluluklar:

Sirket Politikalarina Uyum: Kafenin tiim sirket politikalarina, ¢aligan davranisi, migteri hizmetleri ve operasyonel yonergeler
dahil, uygun olarak faaliyet gostermesini saglamak.

Performans Izleme: Sube performansini diizenli olarak girket standartlarina ve KPI'lara (Anahtar Performans Gostergeleri)
gore degerlendirmek ve sonuglari iist yonetime raporlamak.

Sirket Girisimlerinin Uygulanmasi: Ment degisiklikleri, hizmet iyilestirmeleri veya kurumsal sosyal sorumluluk programlar
gibi yeni sirket girisimlerini uygulamak.

Gerekge:

Sirket politikalarina uymak, tiim subelerde tutarlilig1 ve marka uyumunu saglar. Ayrica, kafenin yasal ve operasyonel
diizenlemelere uygun olmasini garanti eder.

7. Inventory Management and Stock Control

Sorumluluklar:

Envanter Takibi: Stok seviyelerinin izlenmesini denetlemek, bu kahve ¢ekirdekleri, siit, suruplar, pastalar ve diger tiiketilebilir
iriinleri icerebilir.

Tedarikgi iliskileri: Tedarikgilerle giiclii iliskiler kurmak ve fiyatlari, teslimat siirelerini ve kaliteyi miizakere ederek, kafenin
en iyi dirtiinleri rekabetci fiyatlarla almasini saglamak.

Atik Azaltma: Gida israfin1 azaltmak ve envanter kullanimini optimize etmek igin sistemler uygulamak. Bozulabilir iriinlerin
son kullanma tarihinden 6nce kullanilmasini saglamak ve stok rotasyonunu etkin bir sekilde yénetmek.

Gerekge:

Etkili envanter yonetimi, iirlin bulunabilirligini saglamak, karlilig1 korumak ve israfi azaltmak i¢in kritik 6neme sahiptir.
Dogru stok yonetimi ayrica, popiiler menti 6gelerinin her zaman mevcut olmasini saglayarak daha iyi miisteri hizmeti
sunulmasina katkida bulunur.

8. Personel Egitimi ve Gelisimi

Sorumluluklar:

Siirekli Egitim: Tiim personel i¢in diizenli egitim oturumlari diizenlemek, bu barista becerileri, miisteri hizmetleri, gida
givenligi ve saglik standartlarini igerebilir.

Mentorluk: Calisanlara siirekli destek ve mentorluk saglamak, becerilerini ve performanslarini gelistirmeleri i¢in rehberlik
etmek.

Kariyer Gelisimi: Liderlik potansiyeli tasiyan ¢aliganlari belirlemek ve sirkette kariyer ilerleme firsatlari saglamak.
Gerekge:

Siirekli egitim, personelin yetkin ve motive kalmasini saglar. Iyi egitim almis bir ekip, iistiin hizmet sunar, bu da misteri
memnuniyetini artirir ve genel operasyonel verimliligi gelistirir
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9. Saglik, Giivenlik ve Emniyet Yonetimi

Sorumluluklar:

Saglik ve Hijyen Standartlari: Tiim saglik, hijyen ve giivenlik yonetmeliklerinin titizlikle takip edilmesini saglamak,
bunun yaninda gida giivenligi standartlari, ¢aligan hijyeni ve kafenin temizligi gibi unsurlar: denetlemek.

Giivenlik Prosediirleri: Giivenlik sistemlerini denetlemek, giivenlik kameralar, alarm sistemleri ve ¢aliganlarin giivenlik
prosediirlerine iliskin farkindaliklarini artirmak, hirsizlig1 6nlemek ve ¢alisanlar ile miisterilerin giivenligini saglamak.
Gerekge:

Saglik, giivenlik ve emniyet standartlarinin korunmasi, hem yasal uyum hem de miisteri giiveni i¢in hayati 6neme sahiptir.
Bu protokollerin saglanmasi, kafenin itibarini ve operasyonlarini olumsuz etkileyebilecek olaylarin riskini azaltir.

10. Ust Yonetime Raporlama ve iletisim

Sorumluluklar:

Operasyonel Raporlar: Satislar, personel durumu, miisteri memnuniyeti ve finansal veriler gibi operasyonel performansla
ilgili diizenli raporlar hazirlamak.

Sorun Raporlama: Herhangi bir operasyonel sorun, olay veya zorluklar: derhal iist yonetime raporlamak ve ¢oziim i¢in
isbirligi yapmak.

Geri Bildirim Toplama: Hem miisterilerden hem de galisanlardan geri bildirim toplamak ve bu geri bildirimleri
gelecekteki iyilestirmeler icin {ist yonetime sunmak.

Gerekge:

Ust yonetimle etkin iletigim, kafenin sirketin hedefleri ve amaglariyla uyumlu olmasini saglar. Diizenli raporlama,
operasyonlari gelistirmek i¢in veri odakl kararlar alinmasina yardimeci olur.

Sonug:
5Stars Global Café Sube Midiirii, kafenin verimli bir sekilde ¢calismasini, biiylimesini ve bagarisini saglamakta kritik bir rol
oynar. Etkili liderlik, finansal yonetim, miisteri hizmetleri ve operasyonel denetim yoluyla, Sube Miidiirii kafenin hem
finansal hem de operasyonel hedeflerine ulagmasini saglar ve miisterilere olaganiistii bir deneyim sunar. Sirketin
standartlarina ve politikasina uyum, personelin siirekli gelisimi ve yerel pazarlama faaliyetlerine katilim, tiim subelerde
tutarli ve olumlu bir marka deneyimi saglar.

Bu sorumluluklar: yerine getirerek, Sube Miidiirii yalnizca 5Stars Global Café'nin degerlerini ve itibarint korumakla
kalmaz, ayn1 zamanda hem miisteriler hem de ¢aliganlar icin basarili, kirli ve davetkar bir ortamin olugmasini saglar.
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