JOB DESCRIPTION TEMPLATE

	1. JOB IDENTIFICATION

	Job Title:                Catering Assistant 

Responsible to:      Senior Staff        

Department(s):      Catering

Directorate:           General Services

Operating Division:

Job Reference:

No of Job Holders:

Last Update (insert date):




	2.  JOB PURPOSE

	Maintain a clean, safe working environment and to assist in the delivery of all Catering Services to patients, staff and visitors within the Division.


	3. DIMENSIONS

	[insert as appropriate to area]

For example:

Total meal service to approximately 600 patients. 




	4.  ORGANISATIONAL POSITION 

	


	5.   ROLE OF DEPARTMENT

	The Hospital catering service provides a total meal service to approximately 800 patients on both a trayed and bulk system.  The Dining Room has a throughput of approximately 600 customers covering the breakfast, lunch and supper meal service.  

A multiple choice menu is offered to both patients and dining room customers covering a wide ranging selection of products.  Function catering is an integral part of the department’s service.




	6.  KEY RESULT AREAS

	1. Present a catering service to patients and staff within the trust.

2. Clean crockery, cutlery, utensils, containers and small scale equipment manually and through machine washers.

3. Clean floors, work surfaces, furnishings and related equipment manually and by use of machine.

4. Prepare and present sandwiches within the remit of the Catering department.

5. Assist AFPM and Chef’s with basic food preparation and cooking

6. Deliver ward stores and supplies to wards and departments

7. Comply with food hygiene regulations with regard to food service equipment cleaning and departmental cleanliness

8. High personal hygiene standards

9. Comply with Health and Safety regulations

10. Adhere to manual handling/risk assessment/fire safety training

11. Report faulty equipment

12. Participate as a team member

13. Operate cash register at point of service

14. Store goods correctly and use stock on a rotational basis.


	7a. EQUIPMENT AND MACHINERY 

	Floor Cleaning Machines

Cash Register

Slicing Machines

Vegetable preparation machine

 

	7b.  SYSTEMS

	[insert as appropriate to area]




	8. ASSIGNMENT AND REVIEW OF WORK

	Workload will be determined by daily service requirements 

Supervisor monitors work performance according to work schedule




	9.  DECISIONS AND JUDGEMENTS

	When to seek advice from supervisor / manager




	10.  MOST CHALLENGING/DIFFICULT PARTS OF THE JOB

	Being able to balance conflicting priorities within the given time

Dealing with expectations of patients staff and visitors



	11.  COMMUNICATIONS AND RELATIONSHIPS

	Internal: Colleagues on shift, ward staff re menu requests, transport and portering. 

External Delivery drivers, members of the public/visitors 




	12. PHYSICAL, MENTAL, EMOTIONAL AND ENVIRONMENTAL DEMANDS OF THE JOB

	[insert as appropriate to area- indicating level and frequency]

Examples may include:-
Physical Skills: 

Loading food / stock on conveyor belt

Physical Demands:
Standing preparing food

Lifting stocks / supplies

Mental Demands:

Maintain level of general awareness during working day
Working Conditions:

Noisy environment

Humidity from dishwashers



	13.  KNOWLEDGE, TRAINING AND EXPERIENCE REQUIRED TO DO THE JOB

	1. Basic Food Hygiene Certificate.

2. Good Communication Skills including good Telephone Manner.

3. Good Customer Care Skills.
4. Able to work under pressure

5. Ability to be flexible and adaptable


	14.  JOB DESCRIPTION AGREEMENT

	A separate job description will need to be signed off by each jobholder to whom the job description applies.

 Job Holder’s Signature:

 Head of Department Signature:


	Date:

Date:
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