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GENERAL ASSISTANT
[bookmark: _Hlk216952314]H1 (£24,413 pro-rata) term-time only
30 hours per week depending on requirement of role
08:00-14:00 (flexible) Monday to Friday
Purpose:
The core purpose of this role is to support the Catering Manager in providing food to a high standard and in providing managerial support to staff to ensure the effective operation of the café. You will be assisting on a daily basis in a busy kitchen with preparing and cooking the food for the students and staff the school.
Additional hours will be required during certain times of the year, as agreed with your manager.
Responsibilities:

The following areas of responsibility are for guidance only; they are neither comprehensive nor exhaustive.
1. General
1.1 To work at all times within the Support Staff Standards as identified in the performance appraisal policy.

1.2 To ensure confidentiality at all times and ensure compliance with the Data Protection Act.

1.3 To maintain productive and efficient time management during the working day.

1.4 To notify your line manager of any unforeseen problems where appropriate and in a timely manner.

1.5 To maintain and develop a professional working relationship with all stakeholders and outside organisations.

1.6 To follow school policy, procedures, professional code of conduct and the ethos of the school.

1.7 To check, respond and action, as appropriate, all communications from stakeholders within one working day.

1.8 To contribute to the Child Protection and Safeguarding policies of the school.

1.9 To undertake any additional duties as required by the Headteacher.

2.	Running the café (supporting the Catering Manager):

2.1 To be aware of all ingredients and items that are being used on a daily basis, including up-to-date knowledge of all allergens regulations.

2.2 To accept deliveries as per the requirements for each food type.

2.3 To prepare food as directed ready for service.

2.4 To set up for service and clear down afterwards, including clearing down tables and the café area.

2.5 To operate the school’s tills efficiently at service times.

2.6 To clean the kitchen as per the cleaning instructions.

2.7 To assist in other areas of the catering department when required to.

3. Health & Safety 

3.1 To work at all times adhering to the procedures identified in Better Food Better Business.

3.2 To keep the kitchen clean and maintain the working areas as required.

3.3 To prepare and store food in accordance with the recognised food handling procedures.

3.4 To report any suspected problems with any food products to the Catering Manager immediately.

3.5 To report any fault equipment to the Catering Manager. 

3.6 To understand and comply with COSHH and the appropriate use of cleaning chemicals.

4. Professional development 

4.1 To undertake relevant training as directed by the Catering Manager to ensure the effective and efficient running of the Café. 

This job description should be read in conjunction with The Priory School Hitchin’s Professional Code of Conduct.
Other specific responsibilities will be negotiated and agreed with the successful applicant.
The postholder is required to perform the duties above. They will be responsible to the Headteacher and will demonstrate a genuine commitment to our Equalities Policy and the wellbeing of all students.

This job description will be reviewed annually and will form the basis of the Performance Management Review (PAR) procedure. Any issues relating to the review of this job description should be brought to the Headteacher’s notice by the postholder through the senior line manager. The postholder will undertake the specific responsibilities as outlined above in order to fulfil our statutory requirements, school aims, policies and targets.

The law requires this position to have an enhanced criminal background check.  This is to protect children and vulnerable adults and to safeguard positions of trust. The position is therefore exempt from the Rehabilitation of Offenders Act.  If your application is taken further, you will be asked to declare details of any criminal record, even convictions that are ‘spent’ according to the act.  If you are offered the post this information will be checked against Criminal Records Bureau files. You will be provided with full information at each stage.
Please note that The Priory School, Hitchin operates a no-smoking policy.

Person Specification
	Skills and Experience

	Ability to cook 
	E

	Level 2 food hygiene qualification (annual renewal) – training will be provided 

	D

	Experience of working in a school kitchen
	D

	Personal Attributes

	Ability to provide a consistently high standard of customer service.
	E

	Ability to work under pressure and to remain calm and methodical when problem solving
	E

	A flexible, friendly attitude
	E

	An understanding and commitment to equal opportunities
	E

	A commitment to their own professional development
	E
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