[image: image1.png]N:C







	General

Job Title:      Catering Assistant
Department:  Operations



Reporting to:  Catering Manager/ Services Manager
Place of Work:  Site Location

	Job Purpose
Responsible for preparing and serving a range of beverages and café foods in line with client requirements and UK standards. 


	Major Accountabilities 
· Ensure full area of responsibility is clean, appropriately presented and stocked, at all times within the required service windows
· Ensure thorough and up to date knowledge and understanding of menu and special offers in order to provide relevant information to customers and clients.

· Responsible for the smooth operation of relevant equipment reporting any maintenance issues in line with procedures.

· To operate the till point as required throughout service, ensuring correct procedures are used.

· Ensure all complaint handling is dealt with professionally and in line with procedures.

· To ensure COSHH, Food Safety and Health & Safety regulations are adhered to and any incidents are reported in line with procedures.

· To maintain confidentiality and security at all times.



	Key Relationships
· Customers – Colleagues, Managers (on site and regional)
· Cleaning Operatives

· Housekeepers

· In Store Managers / Services Managers
· Field Management Team


	Job Dimensions:
· Good verbal communication skills

· Ability to follow instructions

· Can work on their own as well as part of a team

· Is polite and professional

· Willingness to learn



	Behavioural Competencies:
Driving Results

· Operates with flexibility to change direction when necessary

· Works to overcome any barriers to change

· Supportive when implementing change 
Customer Focus

· Able to identify who their customers are

· Delivers to meet their customer needs

· Recognises (and can explain) the impact of their own customer relationships
Teamwork

· Establishes positive relationships

· Achieves mutual goals through willing co-operation
Communicating Effectively

· Listens attentively

· Speaks clearly and checks understanding
Managing Change

· Operates with flexibility to change direction when necessary

· Works to overcome any barriers to change

· Supportive when implementing change


	Other responsibilities:

· To have responsibility for the Health, Safety and Welfare of self and others and to comply at all times with the requirements of Health and Safety Regulations.

· To ensure confidentiality at all times, only releasing confidential information obtained during the course of employment to those acting in an official capacity.

· To comply with the requirements of the Data Protection Act.

· To comply with the company’s policies on equal opportunities.




NIC is an equal opportunities employer and rely on diversity to deliver on our goals. We actively encourage applications from talented and qualified individuals regardless of race, gender, national origin, religion or sexual orientation.
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