
 

 

 

 
 

 

 

 
 

 

 

 
 

 

 

Job Title:  Catering Assistant 

Reports to:  Catering Services Manager 

Line Management of:  None 

Salary Grade:  LW18 

Hours:  20 Hours, 44 weeks per annum (term time only) 

  Monday to Friday 10am – 2.00pm 

 
 

Core Purpose 

To assist in proactively managing the Academy’s catering operation to ensure that the service 
provided meets the required standards, and achieves a consistent high standard. To assist in all 
levels of preparation and service of food items and beverages, and general cleaning duties. 

 

Key Responsibilities 

 To provide a hospitality service, as agreed by the Academy, for both internal and external 

customers, with flexibility in the shifts worked to cover all requirements of the hospitality 

services required.  

 To assist in preparing food and beverages to the highest standard within the financial 

limitations set for the catering department. 

 To demonstrate a positive working style with an enthusiastic, committed and flexible 

attitude. Promoting the importance and benefits of effective team working. 

 Use of tills with the cashless system and maintaining necessary sales information. 

 To promote a positive, friendly atmosphere within the refectory area, offering a welcome to 

all students, staff and visitors; 

 Assisting in making sure stock holding in the department is kept to a minimum and is 

rotated, helping with the monthly stock take.  

 Recording on all HACCP documentation and cleaning rotas to be adhered to at all times. 

 Where appropriate it will be required to wear any uniform or protective clothing; 

 
General Responsibilities: 

 Take on any additional responsibilities which might from time to time be reasonably 
determined. 

 Create and maintain positive and supportive relationships with staff, parents, 
business, community and other partners including the Board. 

 Engage with appropriate training opportunities to promote professional effectiveness 
in this role. 

 Promote a flexible approach to meet the changing needs of the Academy. 

 Ensure that teaching and other staff receive adequate support to meet educational 
and operational objectives. 

 
 
Academy Responsibilities 

In addition to the specific responsibilities of this post, every member of staff at the Academy will 
commit to: 

 Providing a courteous and efficient service to students at all times. 



 Using their influence with other staff and students to promote high standards of 
behaviour and order within the Academy. 

 Working to maintain the Academy at the forefront of educational practice. 

 Fostering and sustaining a culture of leadership and creativity within all aspects of the 
Academy’s operation. 

 Promote the safeguarding of all students. 

The duties and responsibilities listed above describe the post as it is at present.  It cannot be 
read as an exhaustive list of duties and may be altered at any time with Academy approval. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
Person Specification - Catering Assistant 
 

ATTRIBUTES ESSENTIAL CRITERIA DESIRABLE CRITERIA 

Qualifications 

 

 

 CIEH Level 2 award in Food Safety 
and HACCP controls or equivalent. 

 NVQ level 1/2 in 
Hospitality and Service. 

Knowledge and 
Understanding 

 Basic knowledge regarding the 
nutritional value of food. 

 Understanding of stock control and 
rotation. 

 Knowledge of food service 
procedures and equipment. 

 Proven track record in 
providing first class 
customer care. 

 A good understanding of 
the workings of the 
catering equipment 
designed for catering 
within the Academy. 

 

 
Skills & Abilities 

 Good communication skills. 

 Ability to work as part of a team.  

 Ability to work with children and 
young people, staff, parents and 
other adults. 

 To show an aptitude in 

quickly learning new 

skills. 

 
Experience 

 Experience in the use of the 
cashless system and tills. 

 Proven experience of working in a 
catering environment. 

 Experience of working as part of a 
large team, committed to teamwork 
and approachability. 

 Good general education. 

 

 Experience in working 
with children and young 
people. 

 Experience of high 
quality volume catering 
delivered to tight 
schedules. 
 

Personal 
Commitment 

Commitment to: 

 Safeguarding and promoting the 
welfare and rights of young people. 

 Acceptance of the principles 
underlying equal opportunities and 
diversity. 

 Own performance management and  
to continued, relevant professional 
development. 

 

 
 


