
Wild Oats Bakery & Café 
Office Assistant Position 

 
Wild Oats Bakery & Café is looking for full-time, year-round entry-level office assistant to join our team. Sorry, 
we cannot accept any seasonal applications for this position! 
 
Wild Oats is a fast-paced café, bakery and deli that specializes in “real food made by real people.” Even with 
hundreds of products, we still make everything from-scratch. The office assistant position works closely with 
the management team as well as with all 6 departments at Wild Oats (bread, bake-off, pastry, savory, counter 
staff and the support team). Your job will include everything from doing deliveries and errands around town, to 
making signs and stickers for different departments, editing recipes and customer service, so it’s perfect for 
someone who loves a little variety in their day! 
 
This is an entry-level position and is great for someone that wants experience as part of a local business! 
 
Your typical day might include: 

• Making stickers or signs for a new product 
• Editing existing recipes as we update our products 
• Working with the management team to ensure that all emails are answered quickly and positively 
• Running errands around town – a great chance to get some fresh air! 
• Creating and sending bills to local accounts 
• Tracking invoices and following up with the appropriate people 
• Creating memos for one of the departments 
• Ordering office supplies 
• Posting the latest kitchen photo on social media 
• Helping with new hire paperwork 
• Working on larger projects and marketing with our HR & Project Manager 
 

 
You enjoy: 
 

• Staying focused, even when the bakery is crazy busy 
• Working with a close-knit team of employees (we really ARE like a family – although sometimes more 

like an annoying sibling than your favorite grandparent) 
• Being a bit of an introvert – since you will often be working independently! 
• But also being outgoing – since part of your job will include working on the counter to help customers 
• Making and checking things off a checklist – prioritization might be your favorite word 
• Organizing and working to help others do the same 
• Growing your position along with the needs of the company 
• Working for a place that you can be proud of, because we embrace social and environmental 

responsibility, all while serving REALLY delicious food 
• Having hundreds of different options of food to choose from for your lunch break every day  
• Drinking your water (or coffee) out of a mason jar 
• Learning more about yourself (we do Myers Briggs-style personality tests as a way to get to know each 

other) 



 
 
You’re really good at: 
 

• Prioritizing 
• Able to work with a variety of personalities, but also independently 
• Communication – both verbal and written 
• Being proactive and staying busy 
• Leaving the drama (if any) at home 
• Being enthusiastic and optimistic 
• Recognizing that working for a medium-sized family-owned business is the way to go 
• Multitasking 
• Having a healthy love of cleanliness and organization (or even an obsessive love) 
• Taking feedback and knowing that it’s always better to have the opportunity to improve 
• Staying positive and upbeat 
• Working on Macs – and have a strong knowledge of computer programs (basic familiarity with Adobe 

Illustrator, InDesign and Photoshop are a plus) 
 
This sounds good, but….how much does it pay? 
 
We wish we had a simple answer for this, but we base our hourly rates on your experience. Let’s just say that 
this is more of an entry-level position and the pay is closer to an entry-level wage! It’s important to us to treat 
our employees fairly and we also believe in merit-based pay raises and like to reward excellent and proactive 
behavior with periodic bumps in pay. You are the master of your own destiny at Wild Oats! 
 
The office assistant position also includes benefits: health insurance that includes a significant employer 
contribution, dental insurance and life insurance, paid vacation, generous food benefits, and the opportunity to 
attend events and classes throughout the year. 
 
 
How to apply: 
 
If this all sounds like a dream to you, you can apply by filling out our online application on the main job page or 
you can stop by the store to check it out for yourself. Our applications are available at our cash register area. 
 
If this doesn’t sound like a good fit, don’t despair, we have other job positions listed on our website that might 
be a better fit!  
 

 


