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	Job Description 

	POST TITLE
	Catering Assistant

	GRADE
	LGPS Grade 3, Point 3

	WORKING HOURS
	Contracted hours will be 10 hours per week, working on a Tuesday and a Friday, term time only plus 1 week cleaning duties, working from 9:00am to 2:30pm, and 8:00am start to 1:30pm during the examination season.

	PURPOSE OF THE JOB
	To support the Chef Manager in the overall day to day running of the kitchen in accordance with and to the standard of the school’s policies and procedures, meeting the requirements of Health and Safety, Food Hygiene legislation and best practice.

	RESPONSIBLE TO
	Chef Manager

	Line Manager of:
	n/a

	Eynsham Partnership Academy Trust is committed to safeguarding and promoting the welfare of all children and preventing extremism; all staff must ensure that the highest priority is given to following the guidance and regulations to safeguard children and young people. The successful candidate will be required to undergo an Enhanced Disclosure from the Disclosure and Barring Service (DBS) and obtain any other statutorily required clearance. Employment will also be conditional on the receipt of at least two acceptable references (1 from current/latest employer) and evidence of the formal qualifications required for the role.



	Key Responsibilities:
· To assist the Chef Manager in providing catering services including preparation, cooking, serving and cleaning in line with the correct work practices and methods used.
· To assist with producing high quality food service and comply with Food Safety and Health and Safety legislation.
· To assist in the setting up of the service counter, serve customers, supervise self-service of food, providing replenishments as necessary, and clearing and cleaning of same.
· To prepare the dining area, which may include the setting up of furniture, clearing and cleaning the same.
· To assist in the clearing, cleaning and washing-up within the kitchen to required hygiene standards, including “in-depth” cleaning on cleaning days, using any specialised products, equipment and methods authorised.
· To assist the checking of food stock and prepare orders for the following weeks’ menu.
· To inform the Chef Manager of any defects of equipment not meeting Health & Safety and/or Food Hygiene Regulations standards.
· To assist the Chef Manager when required with the daily clerical duties within the kitchen, e.g. receipt of goods, stock taking, food ordering, Food Safety records and financial records; being responsible in their absence for completing all relevant book work.
· To deliver other catering services and special functions as required, to maximise income and customer satisfaction. These may be outside of normal working hours.
· To assist the Lead Chef with managing the kitchen in the absence of the Chef Manager.

Personal Development 
· Work positively and constructively with your Line Manager to identify strengths and agree an action plan in relation to development needs; to set these out in a personal development plan, which will be reviewed regularly.
· To undergo training required for your role.


	Requirements:
Good physical health:
· The post will require a degree of physical effort at frequent intervals during the working day. Lifting e.g. cases of food stock, industrial size cooking containers, bending e.g. removing containers from ovens, hot cupboards, leaning over service counters.  Moving furniture in the dining room/s.
· In the absence of the Lead Chef, be responsible for the condition and security of heavy and light kitchen equipment, food stocks and other materials stores, dining room furniture and equipment. Also, the monitoring of the kitchen premises maintenance, in respect of health and safety and food hygiene.
· At periods of cooking and serving food the kitchen environment is likely to have higher than normal temperatures, especially in hot weather.
Other:
· Excellent communication skills and the ability to communicate with staff and students.
· Enjoy working with children.
· Computer literate.
· Excellent standards of hygiene.
· Organised and methodical.             

	General responsibilities:

1. Act as a model for school values.
2. [bookmark: _Int_MHX8T6D4]To undertake other duties appropriate to the grade of the post as the Headteacher may from time to time reasonably determine.
3. To play part in the Health and Safety procedures of the school. Including reporting concerns to the Line Manager. See the School’s Health and Safety Policy.


	Appraisal Process:
· Participating in the school’s arrangements for appraisal, professional development and the school’s arrangements for quality assurance and internal verification.
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