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Job Description/Person Specification
JOB DESCRIPTION
	JOB TITLE:
	Catering/Kitchen Assistant 

(20 hours per week, 10.30 am – 2.30 pm, term time only)

	GRADE:
	Scale 1C (Special Schools) Point 3 

	REPORTS TO:
	Catering and Hospitality Instructor


Job Purpose:
· To provide practical support to the Catering and Hospitality Instructor and Catering Supervisor to ensure the safe operation of the kitchen with regard to hygiene and organisation. 
· To provide technical support to the Catering Instructor contributing to students' learning experience by assisting with preparation and practical work.
Main Duties and Responsibilities:
· To assist with the preparation of lunches.
· To assist with the serving of lunches.
· To ensure equipment and resources are used appropriately, maintaining a safe and clean environment. 
· To ensure the kitchen is suitably prepared for lessons, equipment is clean and ready for use, and workstations and learning resources are prepared.

· To provide operational support during lessons, supporting both students and instructor.

Dining Hall:

· To ensure the dining area is ready for lunch times.
· To clean up spillages of food and to organise clearing cutlery and crockery off tables.
End of Lunch arrangements:
· To ensure the dining room and servery are tidied away and clean, to clean up spillages of food and to organise clearing cutlery and crockery off tables.
· To ensure all equipment used in the serving of breakfast and lunch is tidied and clean and food is stored appropriately complying with food hygiene requirements.
· To ensure all crockery, cutlery and cups are washed and put away ready for the next day.
· To ensure the kitchen and servery are clean and ready for use the next day.
General Duties:
· To take part in training appropriate to the role.
· To take part in any appraisal arrangement made by the school.
· To undertake any other duties consistent with the purpose of the job.
Safeguarding Children

CONTEXT:

All teaching staff are part of a whole school team.  They are required to support the values and ethos of the school and school priorities as defined in the School Development Plan.  This will mean focusing on the needs of colleagues, parents and pupils and being flexible in a busy pressurised environment.

Because of the nature of this job, it will be necessary for the appropriate level of Disclosure and Barring Service check (DBS) to be undertaken.  Therefore, it is essential in making your application that you disclose any convictions or cautions (excluding youth cautions, reprimands or warnings) that are not 'protected' as defined by the Ministry of Justice. The DBS check will reveal both spent and unspent convictions, cautions and bind-overs as well as pending prosecutions, which aren't 'protected' under the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (2013 and 2020) and check to establish that a person is not barred from 'regulated' activity as defined by the Safeguarding Vulnerable Groups Act 2006.

Guidance about whether a conviction or caution should be disclosed can be found on the Ministry of Justice website.

The fact that a pending prosecution, conviction, bind-over or caution has been recorded against you will not necessarily debar you from consideration for this appointment.  

In the event of employment being taken up, any failure to disclose relevant convictions will result in dismissal or disciplinary action by The Academy.

Applicants must be willing to undergo child protection screening appropriate to the post, including checks with past employers.

The School is committed to safeguarding and promoting the welfare of children and expects all staff to share this commitment.
PERSON SPECIFICATION
CATERING / KITCHEN ASSISTANT
This acts as selection criteria and gives an outline of the types of person and the characteristics required to do the job.

Essential (E):- without which candidate would be rejected

Desirability (D):- useful for choosing between two good candidates.

	Please make sure, when completing your application form, you give clear examples of how you meet the essential and desirable criteria.

	Attributes
	Essential
	Desirable
	Source

	Education/
Qualifications
	GCSE grades A*- C or equivalent in English & Maths
	
	Application form and certificates

	Experience
	Working as part of an established team.
	
	Application form

	Skills/
Knowledge/
Aptitude

	Ability to show sensitivity and objectivity when dealing with confidential issues.

Ability to identify work priorities and manage own workload to meet deadlines whilst ensuring that lower priority work is kept up-to-date.

Ability to lead by example 

Good communication skills.

Able to create an attractive, tidy, stimulating and safe environment to work in. 

Excellent interpersonal skills. 
	
	Application form/ 

Interview 

Application form/

Interview

Application form/

Interview

Application form/

Interview

Interview



	Personal Qualities and Attributes

	Ability to enthuse and motivate colleagues.

Able to work as part of an established team.

Use of initiative and be able to work autonomously and make strategic decisions.

An enjoyment of working with and being in the company of children. 

A good sense of humour.

Good organisation skills. 


	
	Interview

Interview

Interview

Interview

Interview

Interview

	Other
Requirements
	
	
	


We will consider any reasonable adjustments under the terms of the Disability Discrimination Act (1995), to enable any applicant with a disability (as defined under the Act) to meet the requirements of the post.

The job-holder will ensure that school policies are reflected in all aspects of his/her work, in particular those relating to:

(i) Equal Opportunities

(ii) Health and Safety

(iii) Data Protection Act (1984 & 1998)

(iv) Code of Conduct


