Job description

	Job title: KITCHEN ASSISTANT
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	Department: Commercial and Neighbourhood Services
Service: Trading Operations
Grade: B
Post reference number: 

	

	1. Job purpose
1. To assist the Cook Supervisor and the Assistant Cook with preparation and service of the meals.

2. To assist with the cleaning of the kitchen and the equipment. 


	

	2. Principal duties and responsibilities

	1. To assist with the preparation of vegetables, sauces, sandwiches snacks and salads.
2. Cleaning of equipment and premises.

3. Preparation of the dining room, including moving furniture, wiping tables and trays and setting up the counter.

4. Serving customers and taking cash if necessary.

5. Washing up kitchen and dining equipment, also kitchen cloths.

6. Working within food hygiene regulations and Health and Safety.

7. Helping within special function when required by the school


	

	3. All staff are expected to maintain high standards of customer care in the context of the City council’s Core Values, to uphold the Equality and Diversity Policy and health and safety standards and to participate in training activities necessary to their post.

	

	4. All staff are expected to abide by the obligations set out in the Information Security Policy, IT Acceptable Use Policy and Code of Conduct in order to uphold Nottingham City Council standards in relation to the creation, management, storage and transmission of information. Information must be treated in confidence and only be used for the purposes for which it has been gathered and should not be shared except where authorised to do so. It must not be used for personal gain or benefit, nor should it be passed on to third parties who might use it in such a way. All staff are expected to uphold the City Council obligations in relation to current legislation including the Data Protection Act and Freedom of Information Act. 

	

	5. This is not a complete statement of all duties and responsibilities of this post.  The post holder may be required to carry out any other duties as directed by a supervising officer, the responsibility level of any other duties should not exceed those outlined above.

	

	6. Numbers and grades of any staff supervised by the post holder:

	None

	

	7. Post holder’s immediate supervisor: Cook Supervisor

	

	Prepared by/author: Click once and type name here

Date: Click once & type date
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	Note: This section should only be included in job descriptions issued to employees and should not be sent to all job applicants.

I understand and accept the job duties and responsibilities contained in this job description.

Signature:







Date:


Person specification
	Job title: KITCHEN ASSISTANT



	Department: Commercial and Neighbourhood Services
Service: Trading Operations 
Grade: 

Post reference number: 

	

	Areas of 

responsibility
	Requirements
	Measurement
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	Work to promote mutual respect and good relations
	1. Awareness of commitment to the City Council’s Equal Opportunities Policy.
2. Knowledge of good customer care practice.
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	Communication and Teamwork
	1. Ability to be diplomatic, approachable and sensitive to the needs of others including staff and pupils.
2. Ability to work as part of a team and on own initiative.
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	Technical
	1. Awareness of basic hygiene principles.
2. Basic numeracy with regard to cash handling.

3. Must be alert and able to react in an emergency.
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	Work Related Circumstances

	1. Must be willing to undergo training as required.
2. Must have an adaptable and flexible approach to work.
3. Ability to move tables and chairs

4. Must undergo and pass a police check.
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	P: Pre-application      A: Application      T: Test      I: Interview      D: Documentary evidence
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