 
	JOB INFORMATION

	JOB TITLE
	Food Service Assistant
	POSITION NUMBER
	

	SERVICE AREA
	Commercial 
	LOCATION/CAMPUS
	Reading College 

	GRADE
	
	GRADE RANGE
	 

	HOURS
	16 hrs 
	TYPE
	Term time 

	ACCOUNTABILITIES

	RESPONSIBLE TO
	Chef Manager/Kitchen Supervisor
	NO. OF EMPLOYEES
	N/A

	BUDGET (£)
	N/A
	ASSETS
	N/A

	JOB PURPOSE 

	· The Food Service Assistant is responsible for assisting the kitchen with the daily tasks
· To support and work alongside the Chef Manager and or Kitchen Supervisor to ensure the effective delivery of the catering service to our customers

· Maintaining clean and hygienic areas of work 

· Delivering outstanding customer service

· Basic Food Preparation maybe required 


	QUALIFICATIONS AND EXPERIENCE
	TECHNICAL KNOWLEDGE/SKILLS
	BEHAVIOURIAL SKILLS

	· Previous significant experience (D)
· A personal commitment to keeping your professional knowledge up to date and improving your capabilities (E) 

· A willingness to undertake staff development, additional subject training and skills updating as necessary (E)
· Workplace experience within a Catering Outlets, coffee shops and food service areas (D)
· Customer Service experience ideally in the Hospitality sector with a good level of English language (E)
· Catering/Hospitality Qualifications (D)
· Hold a food hygiene certificate at Basic level (E) or will be willing to train towards.
· Be willing to train towards a Food Hygiene Certificate @ intermediate level (D)

	· An understanding of how you and other people learn with a supporting & coaching nature towards their needs (E)
· Manage the kitchen environment including all health, safety and Food hygiene regulations (E) 

	· Eye for detail and accuracy (E)
· Good levels of organizational skills (E)
· Ability to cope under pressure (E)  

· Ability to prioritise workloads to meet deadlines (E)
· Ability to be self-directed with initiative and to be able to solve practical problems without supervision (E)
· Good interpersonal skills based upon a respectful and team approach (E)
· Outgoing personality with an assertive manner 
· Ability to work as part of a team and to develop and sustain good working relationships with internal and external customers (E)
· Must demonstrate a strong commitment to Equality and Diversity (E)
· A demonstrable understanding of customer requirements in order to meet or exceed their expectations which improves customer satisfaction (E)
· Student/customer centric approach (E)
· Solution finder (rather than problem presenter) (E)
· Effective promotion of Equality and Diversity in the workplace and adherence to Group policies (E)
· Effective promotion of Safeguarding in the workplace and undertake safe guarding training (E)
· Ability to obtain a satisfactory disclosure certificate (E)
· Willing to work outside normal working hours for specific Group events e.g. open Evening (E)
· Willing to travel to other Activate Learning sites as necessary (E)



	MAIN DUTIES AND RESPONSIBILITIES

	· Day to day operations of the Catering Outlet ensuring all our customers receive outstanding customer service.

· Ensure thorough and up to date knowledge and understanding of the menu in order to provide relevant information to the customers 
· Assist in the basic preparation of foods in accordance to healthy school legislation which includes a healthy balanced diet and menu for all

· To serve drinks through our Barista style coffee machine

· Clear, clean and store away any food, beverage or equipment in accordance with safe working practices.  Label all food items in accordance with food safety legislation and adhere to allergen procedures and safe practices at all times

· Restock and replenish stocks and consumables as required
· Assist with deliveries of goods and storage, stock rotation and stocking shelves.

· Ensure all displays, counters and seating areas are clean and presented to the highest standard
· Assist with hospitality orders, prepare/set up requests – undertake deliveries/collections around the campus
· To participate in supporting the recruitment of students, attendance at Shows and Careers Conventions (if required)

· Adhere and support the Chef/Supervisor in current legislative food hygiene, food safety and health & safety recording processes on a day to day basis in the outlets or on external events as they occur.
· Attend meetings and liaise with all staff, students and external agencies as necessary to fulfil the duties of the post and to be of benefit to the College and the individual.

· Active commitment to the College’s Equality and Diversity Policy, Quality Frameworks and Health & Safety Procedures

· Manage your personal development and training, including the introduction of new technologies, and use for the benefit of College staff and Pupils having regard to Colleges strategic objectives.
· Any other duties as required by the line manager and that are commensurate with the grade. 
· Assist in processing payments and monies through our parent pay system and upsell the offer to the pupils. 

· The post holder will report to the Kitchen/Chef Supervisor and will provide technical input to new projects and participate in project planning and project tracking activities relevant to the post.

· Where relevant coaching, guiding  and supporting students from the catering & life skills  curriculum as they achieve their work experience hours throughout our outlet



	GENERIC RESPONSIBILITIES 

	All staff are expected to:
· Participate in the Group’s Performance Appraisal system.
· Please read all group policies which you are expected to follow.
· Make the most efficient and effective use of human, financial and material resources.

· Participate in the development of a responsive customer centric approach to service delivery.

· Ensure compliance with all Group policies, procedures and regulations and assist in the implementation of decisions of the Corporation.
· Maintain punctual timekeeping and attendance to your working hours at all times (Reporting to your line manager for recording if not adhered to) 
· Give good notice of any absence in line with the Groups’ Absence Management Policy.

· Adhere to general standards of conduct embodied in group policies.

· To work flexibly and efficiently, to maintain the highest professional standards and to promote and implement the policies of the Group.

· Participate in departmental and Group developments; attend internal and external meetings and training programs relevant to the performance and execution of the duties of their post

· Provide an education service which, actively promotes equality of opportunity and freedom from discrimination, demonstrating the Group encourages the valuable and enriching contribution, which people from a range of backgrounds and experiences can bring to the life and development of the organization  

· Work within any legislation to which the Group is bound by law

· Make the most efficient and effective use of resources being aware of budget implications



	Candidate Screening
	Rehabilitation of offenders Act 1974

applies
	Disclosure & Barring Service
Enhanced Clearance


This job description is written at a specific time and is subject to change as the demands of the organisation and the role develops.  The role requires flexibility and adaptability and the employees of the Corporation need to be aware that they may be asked to perform tasks and be given responsibilities not detailed on this job description.   
Diversity Statement

It is the Policy of Oxford and Cherwell Valley College to recognise and encourage the valuable and enriching contribution, which people from a range of backgrounds and experiences can bring to the life and development of the institution. The College will, therefore aim to provide an education service which, in its teaching, administration and support services actively promotes equality of opportunity and freedom from discrimination on grounds of age, cultural background, disability, ethnicity, gender, religion or sexual orientation in both education and employment.
Health & Safety Statement

All employees have a responsibility to co-operate in promoting and maintaining a safe and healthy working environment, and to take reasonable care of their own health and safety at work and that of all other staff.  Line managers have specific responsibility for the health and safety of their direct reports and other team members for which they have general management responsibility.

Safeguarding Statement

Oxford and Cherwell Valley College is committed to safeguarding and promoting the welfare of young people, and expects all staff and volunteers to share this commitment.
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