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Job Description for Catering Assistant  





This appointment is with the Local Governing Body of the school. The post-holder will, by personal example, promote the Catholic ethos and Mission of the school, ensuring that it permeates all aspects of the life of the school.
	
This job description may be amended at any time, following consultation between the Principal and the Post-holder. It will be reviewed annually.

Core Purpose

This position will support the Catering Team across the Academy with the collaboration of the Academy Catering Manager and the post holder may be based at any of the 8 sites within the Multi Academy Company.
To assist the Catering Manager / Catering Supervisor in the kitchen operation and ensure the Academy’s reputation for food quality is maintained at all times. 

Duties and Responsibilities 

· To assist in the planning, preparation and cooking of menu items as directed by the Catering Manager / Catering Supervisor. 
· To ensure the kitchen and restaurant areas are in a clean, tidy and orderly manner at all times. 
· To assist with stock taking when required. 
· To assist in the smooth and efficient running of the School’s catering operation as appropriate. 
· Maintain hygiene standards and practice using correct chemicals
· Assist in the running of the kitchen in Supervisor absence
· Assist with stock handling, storing, and deliveries


Client Service: 

· To ensure that customers are given a prompt and efficient service and expectations are consistently exceeded. 
· To be customer focused at all times, approachable and quick to exceed expectations in fulfilling customer needs. 

People: 
 
· To be a team player, assisting other team members when necessary. 
· To treat members of the team at location as you would expect to be treated. 









Financial Awareness: 
 
· To compile all food orders for sections under your supervision, ensuring food standards and cost are agreed with the Catering Manager / Catering Supervisor; to ensure stock, deliveries and wastage are all checked and recorded in line with the Academy and food standards. 
· To gain an understanding of food costing, sales mix and menu planning. 

Health & Safety, Food Safety, the Environment: 

· To adhere to the Academy’s Food Safety, Hygiene, and Health & Safety policies and procedures. 
· To rigorously follow the Academy’s cleaning schedules. 
· To ensure that food storage areas are maintained in accordance with the Academy’s Food Safety, Hygiene, and Health & Safety policies and procedures. 
· Completion of relevant and issued training.


And such duties as are within the scope, the salary grade and the spirit of the job purpose, the title of the post, and its grading.  (Please refer to the Notes of Guidance for further clarification).

All duties and responsibilities must be carried out with due regard to the Romero Catholic Academy’s Health and Safety Policy.

Post holders will be accountable for carrying out all duties and responsibilities with due regard to the Romero Catholic Academy’s Equal Opportunities Policy.

Duties which include processing of any personal data, must be undertaken within the corporate Data Protection Guidelines (Data Protection Act 2018). 

Responsible for: 	N/A 

Responsible to:	Catering Supervisor / Catering Manager 
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Person Specification for Catering Assistant  




 

	
	Essential
	   Desirable
	Evidence

	Qualifications/Education:
	
	
	

	GCSE’s – (Maths and English) or relevant Apprenticeship	
	
	
	A

	  Food Hygiene Certificate
	
	
	A

	Knowledge, Skills & Experience:
	
	
	

	  Background in catering
	
	
	AI

	  Contract catering background 
	
	          
	AI

	  Ability to display a real passion for food and customer service
	
	
	AI

	  Excellent organisational skills
	
	
	AI

	  Demonstrate analytical approach to problem solving
	
	
	AI

	  Ability to plan ahead
	
	
	AI

	  Ability to work on own initiative
	
	
	AI

	  Excellent communicator at all levels
	
	
	AI

	  Good numeracy skills
	
	
	AI

	  Proficient using computers
	
	
	AI

	  Flair and innovative with menus and food presentation  
	
	
	AI

	  Good presentation and negotiating skills
	
	
	AI

	Effective at time management
	
	
	AI

	  Smart clean appearance, high standard of personal hygiene
	
	
	AI
 

	Personal Qualities:
	
	
	AI

	Diplomatic
	
	
	AI

	Comfortable dealing with employees at all levels
	
	
	AI

	Proactive
	
	
	AI

	Collaborative, works well in a team
	
	
	AI




This post is exempt from the provisions of the Rehabilitation of Offenders Act 1974.  A Disclosure and Barring Service (DBS) will be required prior to appointment. This Academy is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

All duties and responsibilities must be carried out with due regard to the Romero Catholic Academy’s Health and Safety Policy.
Post holders will be accountable for carrying out all duties and responsibilities with due regard to the Romero Catholic Academy’s Equal Opportunities Policy. Duties which include processing of any personal data, must be undertaken within the corporate Data Protection Guidelines (Data Protection Act 2018). 
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