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       AES Job Description – Professional Support Staff

	Name:  

	Team: 


Catering & Midday


	Post: 


Catering & Midday Assistant 
	Scale:


2
Point:


2-3

	Date appointed to 
post: 
	Date appointed to 
school: 


	Senior Line Manager:  Business Manager

	Immigration Status: 

	Line Management 
Responsibilities:  
None


	Hours: 


22 Hours 55 mins p/w 



Term Time



And 3 Training Days


	Line Manager:

Catering Manager


	Job purpose: 
To assist as directed, with all aspects of the preparation of food and beverages to the standards required by the school.  To support the work of the Senior Midday Supervisors ensuring the safety, welfare and good conduct of pupils during the midday break.



	· The preparation and cooking of food and beverages.

· Serving customers at the counter/hatch or from a trolley or kiosk as required.

· To undertake all aspects of cleaning equipment (light and heavy), walls (up to 6ft.) floors, fixtures and fittings, cooking utensils, cutlery, glassware etc. as directed.

· During service times, to ensure that tables and counters are as clean as reasonably practicable and adequately stocked.

· To maintain a high standard of personal and general cleanliness and hygiene to comply with statutory and school regulations.

· Occasionally, to assist with special functions at the school which may be outside of normal working hours.

· To report any customer comments, complaints or comments and take any necessary remedial action if appropriate.

· Report immediately any accidents, fire, theft, loss, damage, unfit food or other irregularities and take such action as may be appropriate or possible.

· Such other duties related to the catering services as may be necessary from time to time within the reasonable requirements of the Catering Manager.
· To ring the school, before 10am, if unable to attend for a session.

· To remain approachable to students while at the same time maintaining an appropriate distance.  Midday staff should not be referred to by their first names.

· To ‘patrol’ a given area of the school to ensure that the students are behaving in a reasonable manner.

· To check the toilets in the area at least twice during a session.

· To report any unacceptable or inappropriate behaviour to the teacher on duty.  When possible, incidents should be written down as a record.

· The duties may be varied by the Leadership Team to meet changed circumstances in manner compatible with the post held.

	GENERAL:

· Work as part of the Catering and Midday Teams to support student and staff well-being

· Attend relevant training and take responsibility for own development, taking part in the performance management review in discussion with your line manager.

· Attend relevant school meetings as required

· To respect confidentiality of all information at all times

· To comply with individual responsibilities, in accordance with the role, for health & safety in the workplace.

· Ensure that all duties and services provided are in accordance with the School’s Equal Opportunities Policy. 

· To understand, promote and act in accordance with the school’s policy and practice regarding safeguarding and the welfare of children and young people 

· The duties are neither exclusive nor exhaustive and the post holder may be required by the Business Manager or the Headteachers to carry out appropriate, reasonable additional duties within the context of the job, skills and grade.


	INTERNATIONAL ETHOS:
· To support and promote the school’s distinctive ethos and curriculum

· To support the school visits programme as appropriate, e.g. taking part in a visit, supporting Globex etc.
· Be familiar with the varying needs and characteristics of different faiths and cultures


	ADMINISTRATIVE/CPD:
· Undertake any training commensurate with the post.




AES PERSON SPECIFICATION

Catering & Midday Assistant
	Experience


	· Successful recent experience working in a school
· Working effectively as part of a catering team

	Qualifications


	Essential

· Experience of the preparation and cooking of food and beverages 
· Experience of serving customers at the counter/hatch or from a trolley kiosk as required
· Basic level of education


	Desirable:

· NVQ Level 2 in English and Mathematics or equivalent
Level 2 Food Safety Certificate in Catering 

· Knowledge of school policies and procedures 


	Knowledge, Skills & Aptitudes


	· General understanding of the operation of a school
· Ability to maintain a high standard of personal and general cleanliness and hygiene to comply with statutory and school regulations
· Ability to complete forms 

· Ability to exchange verbal information clearly and sensitively

· Ability to negotiate effectively to achieve best outcomes

· The skills needed to work successfully in a team and to contribute to group thinking and planning

· A positive approach to work, based on finding solutions to any given problem.

· An ability to be flexible and creative

· An ability to follow instructions accurately

· An ability to use own initiative and work independently

· An ability to communicate effectively with adults and children, verbally
· An ability to work calmly under pressure, showing  patience, enthusiasm, resilience, initiative and kindness in adversity

· A strong “can do” attitude

· Demonstrate a clear commitment to develop and learn in the role

· Ability to effectively evaluate own performance

· Understand and comply  procedures and legislation relating to confidentiality

	
	Personal Development & Welfare: 

· An understanding of Child Protection and Safeguarding policies and procedures

· A belief that in schools we can make a difference to the lives of young people and thereby make the world a better place

· A commitment to safeguarding and promoting the welfare of children and young people 

· An awareness of, and commitment to equalities of opportunity and inclusion in education

	
	International: 

· An understanding of, commitment to or willingness to fully embrace an internationalist ethos and vision  



	
	Administrative/CPD:

· A commitment to their own personal development and the continuing progress of the school 

· Effective use of standard IT programs such as Word 

· An awareness of, and commitment to equalities of opportunity and inclusion in education


Job Description - Catering & Midday Assistant 22 hours 55 mins

