Position Description

Title: Shopper

Reports to: Episcopal House of Prayer Hospitality Manager
Hours: Flexible (choose your own shifts)

Deadline: Hiring on a rolling basis

Position Purpose
Shoppers at the Episcopal House of Prayer are responsible for setting the menu for retreats, taking in mind
the known dietary requests, drawing from our seasonal recipes. Our meals are whole foods, vegetarian,
and delicious, drawing on various world cuisines. The Shopper reviews the pantry and fridge/freezer
contents to set a shopping list, typically in Instacart. This position also coordinates with the Hospitality
Manager for specialty items or as bulk items need to be ordered. Then is present as groceries are
delivered to organize them by meal. The position is held by multiple individuals, each reporting to the
Hospitality Manager but also working with other Shoppers, Prep Cooks, and Sous Chefs (see separate
position descriptions). Shoppers typically spend time in a cooking role first or concurrently with this
position. Shoppers are among the team members who provide a welcoming presence for guests in the
spirit of Benedictine hospitality. Group sizes range from 8 to 24, with most in the 10-15 range.

Required Competencies

1.
2.

® N

Familiarity with vegetarian cuisines and interest in learning more.

Knowledge of dietary requirements and their implications on a menu. We promise dairy-free and gluten-
friendly options when requested; other dietary requests might be accommodated but we do not promise
to meet every request.

Ability to choose and adjust food volumes based on expected number of guests. Discern which recipes
may be more appropriate for larger or smaller groups.

Knowledgeable of food preparation techniques and ability to estimate the amount of time it would take
for our cooks to prepare the various elements of a meal to ensure it’s realistic in our normal 2- to 2.5-
hour timeframe.

Ability to adjust menu items to accommodate food availability or late-disclosed food allergies.

Time management skills to ensure that menus are set well enough in advance and food is organized
before the cooks arrive for their first shift.

Knowledge of food safety principles and practices.

Use of websites to sign up for shifts, submit timesheet after each shift, create menus (Google Drive),
and order food (Instacart).

Key Areas of Responsibility

1.

2.

3.

Take into account these variables: size of group, length of their stay, dietary requirements, number of
cooks available and their specialties

Draw on previous menus (last year or this year in this season) and our recipe binders to create a menu
that wows our guests yet is feasible for our cooks.

Create the menu in EHoP’s folder in Google Docs. Add links to recipes (stored in another folder on our
Google Drive). Add notes for our cooks (e.g., which batch size to make, items they can prep ahead or
that have already been prepped by previous cooks, etc.).

Create the shopping list. Typically, this is done by filling carts in Instacart at 2-3 local stores (Costco,
Fresh Thyme, possibly Coborn’s or CashWise, or a side list for the Hospitality Manager to procure
certain items from a co-op). Include items that cooking staff / guests have let us know are running low
in our general supplies.

Communicate with the Hospitality Manager when the menu is ready to review and share with the team,
and when the shopping carts are ready to review and submit. Communicate the timeframe when you
are available to be onsite to receive and organize groceries (typically 2-3 hours in the late morning or
early afternoon on the day that the group arrives but in many cases there is flexibility around doing this
the day ahead).

Receive grocery orders. Ensure we received all items. Make a plan (with the Hospitality Manager if
she’s onsite) to procure necessary items or adjust menu and cooks’ notes as needed.



7. Organize all food items needed for each meal into bins (e.g., Friday supper fridge items and Friday
supper counter-stable items).

8. Access to the internet for signing up for shifts and submitting timesheets is important. Any size/type of
device is adequate for these tasks. Google Drive access is needed for preparing menus. Computer and
internet access is important for using Instacart for food deliveries; with advanced notice, EHoP can
provide a device, and any device should be able to connect to the campus guest WiFi.

9. Participate in periodic food safety and sustainability training provided by EHoP.

Relationships
1. Shoppers primarily report to the Hospitality Manager but periodically communicate with the Director or
the Sous Chef and Prep Cook teams.
2. Shoppers provide a welcoming presence for guests in the spirit of Benedictine hospitality.

Location
Episcopal House of Prayer, 14215 Fruit Farm Road, St Joseph, MN (on the edge of St John’s Abbey and
University campus in Collegeville, MN).

Compensation

Shoppers are paid on an hourly basis, currently $25/hour. This is a W-2 position; federal and state taxes are
withheld. Earned Sick and Safe Time accrues at a rate of 1 hour for every 30 hours worked and can be used
once the employee has worked 80 hours. EHoP and employees also contribute to the MN state fund for Paid
Leave for longer absences.

Contact
Stephanie Hart, Hospitality Manager, at houseprayer@csbsju.edu.

Information on the mission, vision and offerings of the Episcopal House of Prayer can be found at
www.ehouseofprayer.org.




