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Job Description and Person Specification  

Relief Catering Assistant

	Department 
	Community Services 

	Service 
	Norfolk Museum & Archaeology Service 

	Grade
	B

	Reports to
	Catering Manager

	Responsible for 
	N/A

	Job reference
	



	Job Purpose and Context 


	To work with the Cook Manager to provide a service to the customers 



	Accountabilities 

	To help with the preparation of food. 

	Serving customers.

	To undertake washing up duties either by hand or machine. 

	Assist Catering manager to train new staff. 

	To comply with food hygiene and health and safety procedures as appropriate. 

	Test food and equipment temperatures. 

	Follow procedure when food or equipment fails to meet standard. 

	Cleaning food preparation areas, serving and storage areas to required standards. 

	Taking payments from customers using tills and credit card machines. 

	Assist with monthly stock checks. 

	Assist line managers with making orders, taking and checking deliveries and storing goods. 

	To maintain stock levels in refrigerated and other food and drink displays. 

	To maintain stocks of trays, crockery, cutlery, serviettes and condiments. 

	Use equipment safely.

	Report faults or damage to equipment and/or premises. 

	Opening up premises. 

	To keep the café clean and tidy, clearing tables and removing rubbish. 



	Person Specification


	Qualifications:

	Essential
	Desirable

	

	Basic food hygiene 


	Knowledge/Experience:

	Essential 
	Desirable 

	

	Experience in a Customer Service environment 


	
	Experience of using cash registers and handling money 


	Skills:

	Essential
	Desirable

	Basic Maths and English skills 

	Basic understanding of health and safety in the kitchen 




	The Council’s values 
· Accountable – We are honest and accountable.
· Inclusive – We champion inclusivity and equity.
· Ambitious - We want a better future for Norfolk.
· Trusted – We build and maintain trust.



	Other Job Information (special factors or constraints and physical requirements or environmental conditions that the job holder will encounter, including how long they last and how often they occur)

	To be able to take initiative to organise own work 

To comply with food hygiene and health and safety 




	General Information
· The job description details the main outcomes of the job and will be updated if these outcomes change.

· All work performed/duties undertaken must be carried out in accordance with relevant County Council and Departmental policies and procedures, within legislation, and with regards to the needs of our customers and the diverse community we serve. 

· Job holders will be expected to understand what is meant by safeguarding vulnerable groups (children, young people and adults) and how to raise concerns.

· Job holders will be expected to be flexible in their duties and carry out any other duties commensurate with the grade and falling within the general scope of the job, as requested by management.
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