Job Description 
 
Abbot’s Hill School recognises the importance played by each member of staff in achieving its overall aims and objectives and recognises that a clear summary of duties, roles and responsibilities will assist job holders in making their best personal contribution.   Job descriptions should be reviewed on a regular basis and amended as appropriate.  
 
	Job Title: 
 
	Catering Assistant  
	 

	Responsible to: 
	On a day-to-day basis the Catering Assistant reports to the Team Leader then Head Chef/Catering Manager if needed 
	 

	Date: 
 
	Effective September 2024
	 

	Purpose of Role: 
	Working as part of the catering team to provide and maintain a food and beverage service to the School, assisting in all general catering duties including serving meals, washing up, pot wash and cleaning. Maintain high standards of presentation of food and good housekeeping.  
 
	 

	Key Relationships: 
 
Internal: 
 
 
 
External: 
	 
 
Team leader
Head Chef/Catering Manager 
Deputy Catering Manager
All staff; all pupils 
 
Third Party Suppliers 
Prospective and Actual Customers  
 
	 

	Main responsibilities/duties: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
	 
· Report to the Team Leader in the first instance then to the Head Chef/Catering Manager, following their instructions in a professional manner and carrying out tasks as requested. Broadly the responsibilities of the role are as detailed below, however this list isn’t exhaustive. 
 
Lunch service 
· Depending on the rota, serve meals from the counters or work in the pantry wash up area or assisting the Kitchen Porter with pot wash
· Familiarise yourself with the day’s menu, discussing ingredients and portion size with the Chefs 
· Carry out temperature checks on food
· Serve lunch to children giving help and guidance to younger children where necessary. Serve appropriate portions as directed
· Ensure pupils with special dietary requirements are served correctly, liaising with the Chefs 
· Replenish food on the counters as and when necessary
·  Ensure the counter is kept clean throughout service, wiping down regularly
· During quiet periods, wipe down tables or assist in the pantry
 
After lunch 
· From 2.15pm-3pm, depending on the rota, work with the team to clear up after lunch service
 
 Food Hygiene and Health & Safety 
 
· Ensure compliance with School Food Safety policy, Health & Safety legislation, and School Health & Safety policy, as instructed by the Head Chef/Catering Manager 
· Wear the correct uniform at all times, including safety shoes, and keep hair tied back
· Clean as you go and maintain the area in which you work to a high standard
· Ensure all equipment is safely used in the correct manner and only after you have received training
 
Functions and events 
 
· The post holder will be required to work at some school activities, functions, and events, during term time only. These are listed below and the dates will be notified in advance. There will also be other occasions when the post holder will be asked to work. Given the nature of the job, flexibility is essential. 
· - Open Day (Saturday mornings/afternoons) 
· - GCSE presentation evening 
· - School performance week suppers  
· - Sports Awards dinner 
· -Year 11 Last Night Supper 
· - Prep Prizegiving day 
· - Commemoration day 
 
The post holder will be paid at the appropriate rate for any overtime. 
 
Staff relations 
· Treat your colleagues with respect and courtesy at all times. Respond to instructions in a positive and professional manner
· Attend staff training as required
· Attend staff meetings in order to develop and maintain a committed team. Be continually aware of the importance of maintaining good staff morale within the department and ensure good working relationships with other school departments
 
Additional duties 
· Perform any other reasonable duties as dictated by the needs of the school, in agreement with the Head Chef/Catering Manager 
 
	 

	 
Knowledge and experience: 
 
 
	 
· Excellent communication and interpersonal skills 
· Ability to prioritise and meet deadlines
· Pro-active and organised
· Self -motivated, with a commitment to continuous  
            improvement
· Previous experience in a commercial catering  
            environment preferred but not essential
	 

	 
Skills required 
	 
· Determination to complete a task or action and get the
            job done on time and to the required standard
· Communicates clearly orally and in writing
· Shows good judgment in a range of situations
· Develops good working relationships with other  
            people (pupils, parents, colleagues), listens
            carefully and responds to feedback sensitively
· Is a good team member but also able to use own initiative
· Is adaptable, flexible and resourceful and able to 
            respond to, and manage, change
· Represents the school in a professional manner.  
· The incumbent will hold a minimum NVQ Level 2
[bookmark: _GoBack]             Food  Hygiene Certificate (training will be provided) 
 
	 

	Safeguarding 
	Due to the nature of this role, it will be necessary for the appropriate level of criminal record disclosure to be undertaken via the Disclosure and Barring Service.  Therefore, it is essential in making your application you disclose whether you have any pending charges, convictions, bind-overs or cautions and, if so, for which offences. 
 
This post will be exempt from the provisions of Section 4 (2) of the Rehabilitation of Offenders 1974 (Exemptions) (Amendments) Order 1986.  Therefore, applicants are not entitled to withhold information about convictions which for other purposes are ‘spent’ under the provision of the Act, and, in the event of the employment being taken up, any failure to disclose such convictions will result in dismissal or disciplinary action by the Authority. 
 
The fact that a pending charge, conviction, bind-over or caution has been recorded against you will not necessarily exclude you from consideration for this appointment. 
 
	 

	Hours of work 
	11.30am- 3pm, term time plus INSET and cleaning days. 
40.4 weeks contract. Overtime paid for all hours worked above basic hours. 
	 

	Holidays 
	You shall be entitled to the statutory minimum holiday entitlement under the Working Time Regulations 1998 which is to be taken during the school holidays. 
	 

	Privacy Notice 
	For information, the School’s Privacy Notice can be found here   
 
	 


 

