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Job Description


	Job Title:
	Kitchen Assistant
	Reports to:
	Line manager

	Location:
	
	Accountable to:
	Head Teacher

	Salary/Grade:
	Grade B
	Hours of Work:
	



Principle Purpose of the Role	
	
We are looking to appoint an enthusiastic and committed Kitchen Assistant to work alongside our expanding catering team and to take responsibility for food preparation, cooking and service of meals in our school canteen under the guidance of the Kitchen Manager.   Previous experience of working in a school would be advantageous but not essential. To assist with food preparation and service of meals in school and with guidance from your line manager and to maintain a high standard of hygiene in the kitchen / dining area at all times.

The job involves following instructions which define the tasks in detail. 
The job is subject to supervisory or customer checks or close supervision.

Accountabilities: 

· Responsible for food preparation and service of meals in school with guidance from line manager
· Prepare counters, dining area and trolleys for lunchtime service of food.
· Prepare dining area for lunchtime e.g. pulling out tables and chairs
· Clean kitchen and serving equipment and general kitchen surfaces
· Adhere to the kitchen rota and task list to ensure the smooth operation of service during break and lunch
· Role will involve operation of tills and clearing the canteen area.
· Undertake other duties appropriate to the grading of the post

Demands: 
· Some work-related pressure from deadlines (lunchtime, break time, school trips) and occasional conflicting demands (more than one student wanting attention at the same time). Concentration required around lunchtime to ensure that health and safety requirements relating to the serving food are adhered to.
· The post holder may at times be required to deal with difficult or demanding students during service.
· The post holder will use physical effort to stand/walk for almost the entire working time and periodically physical effort to lift items of high weight such as kitchen equipment, sacks of potatoes or dining room furniture. Post holders will also be required to lift / move dining room furniture where applicable. 
· Whilst undertaking kitchen and serving area cleaning duties it will be necessary to bend and stretch.

Working conditions
· Kitchen environment with considerable exposure to temperature variation and noise levels. 
· The post holder will be required to wear personal protective clothing in the form of non-slip footwear, an apron and thermally insulated gloves when handling hot trays or kitchen equipment.

Skills and technical competencies: 

· Full on the job training and Induction programme will be provided
· Willingness to undertake Food Hygiene Certificate (if not already held by the candidate)
· First Aid training or willingness to undertake training.
· Basic food preparation and hygiene knowledge
· Literacy and Numeracy skills to enable the post holder to follow instructions for food preparation, hygiene and health and safety issues
· Experience of food preparation, presentation and serving of meals
Desirable
· [bookmark: _heading=h.gjdgxs]Current Level 2 Food Hygiene Certificate.


As well as the core responsibilities detailed above, other key areas of accountabilities and tasks include:

Key Duties

Food Preparation & Service
· Assist in preparing ingredients (washing, peeling, chopping fruit and vegetables)
· Help cook simple meals and puddings under supervision
· Set up and serve food in the canteen area
· Prepare packed lunches or buffets when needed
· Prepare of sandwiches, wraps, salads
· Till operation (cashless)
Cleaning & Hygiene
· Wash dishes, utensils, and kitchen equipment
· Clean work surfaces, service stations, dining areas kitchen equipment, fridges, ovens, floors etc. 
· Follow food hygiene and safety standards at all times
· Dispose of waste properly and maintain cleanliness throughout the kitchen
 Stock & Supplies
· Store and rotate stock using FIFO (First In, First Out) method
· Replenish ingredients and kitchen supplies as needed
· Report low stock or faulty equipment to the kitchen manager
· Assist with deliveries and storing goods
Team Support & Safety
· Work under the direction of the kitchen manager or supervisor 
· Follow health and safety regulations and report any hazards
· Support the team during busy service times
· Follow all kitchen safety regulations to ensure safe cooking practices to prevent accidents and maintain food hygiene systems. 
Other Responsibilities
· Promote healthy eating habits among students
· Be a positive role model and support the school’s values
· Participate in training and team meetings when required


Generic Responsibilities

· To maintain ongoing Continuous Professional Development (CPD) activity and undertake any in-service training related to the post, including annual mandatory and role-specific training.
· To maintain regular contact and good working relationships with all staff throughout the Trust and external organisations.
· To maintain the security of the data held in the Trust systems in line with all relevant legislation, including the Data Protection Act 1998 and UK General Data Protection Regulations.
· To actively participate and attend team (and other) meetings as required for updates regarding Departmental procedures and action accordingly.
· To support the Trust’s internal and external audit processes.
· To act as an exemplary role model of the Trust’s values and behaviours.
· To ensure that safe working practices are followed in respect of all areas within the provisions of The Health and Safety at Work Act 1974.
· To comply with Trust Policies and Procedures.  
· To maintain confidentiality about clients, staff, and other Trust business. The work is of a confidential nature and information gained must not be communicated to other people except in the recognised course of duty. The postholder must always meet the requirements of the Data Protection Act.
· To be aware of, promote and implement the Trust’s Quality and Information Security Management Systems.
· To report to line manager, or other appropriate person, in the event of awareness of bad practice.

Staff Development and Performance

· The post holder will have an appraisal of performance each year and will be responsible for agreeing a development plan in agreement with their manager or immediate supervisor. The development plan will be reviewed each year.
· The Trust will aid and agree development objectives for the postholder to enable the postholder to achieve their objectives and standards in line with the development plan.
· If the postholder feels they are not achieving their objective as agreed in the development plan they will bring it to the attention of their line manager at the earliest opportunity.

Demands and Working Conditions

· This is an operational post and there will be considerable conflicting work demands, deadlines and interruptions, particular during peak periods and operational deadlines.
· The postholder is to undertake other duties commensurate to the grade of the post.
· Adhoc travel to attend training events and meetings may be required.
· There may be occasions when it will be necessary to cover other roles within the team or to work with other colleagues when there are peaks and pressing issues.
· There may be a requirement to spend large amounts of time working on sensitive information, for example, reports and audits.

Note: You may be required to perform duties other than those given in the job description for the post. The duties and responsibilities attached to posts may vary from time to time without changing the character of the duties or the level of responsibility entailed. As such, the job description therefore is not intended to be exhaustive. It is also subject to change in the light of service developments and in consultation with the postholder and their manager. The post holder will be expected to adopt a flexible attitude to the duties to meet deadlines.
























Person Specification

	Education and Training

	Specification
	Essential (E) / Desirable (D)
	Assess at application
	Assess at interview

	Three GCSE/O Level/Functional Skills passes to include grade C/4 or above in English and Mathematics (or equivalent)
	E
	X
	

	
	
	
	

	
	
	
	

	Experience, Knowledge and Skills

	Specification
	Essential (E) / Desirable (D)
	Assess at application
	Assess at interview

	Proficiency in Microsoft Office programs, specifically, Word, Excel, Outlook, PowerPoint
	E
	X
	X

	Knowledge of how to work and maintain confidentiality in relation to data/information at all times
	E
	X
	X

	[bookmark: _heading=h.edp8597dzn5c]Ability to read, write and communicate effectively in English in order to deliver in all aspects of the role
	E
	X
	X

	Previous experience of working in the education sector
	D
	X
	

	
	
	
	

	
	
	
	

	Personal Attributes

	Specification
	Essential (E) / Desirable (D)
	Assess at application
	Assess at interview

	Highly organised and able to manage a busy workload 
	E
	
	X

	Commitment to safeguarding and promoting the welfare of children and young people
	E
	
	X

	Clear understanding and working knowledge of Reach South Academy Trust, its ethos and values partners, relevant systems and procedures
	E
	
	X

	Demonstrate personal and professional integrity, including modelling values and vision;
	E
	
	X

	Commitment to promote and support the aims and value partners Reach South Academy Trust
	E
	
	X

	Motivated to work within the education sector and alignment with Reach South values and behaviours
	D
	
	X
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