JOB DESCRIPTION

JOB TITLE: 
Catering/Kitchen Assistant
REPORTS TO:
Head Chef

ACCOUNTABLE TO:
General Manager

JOB SUMMERY:

As part of the Catering Team, the Kitchen Assistants (KA) will assist in the efficient preparation, service and distribution of meals to patients, staff and visitors providing a quality service of meals, snacks and beverages, using agreed recognized Catering, hygiene and safety practices, methods and procedures, under the supervision of the Duty / Head Chef depending on the duties allocated. 

Core Responsibilities – Role Specific as allocated on daily rota.
Collate meal requirements from the completed service menu cards to inform Chef of quantities of selected meals to prepare on a daily basis.

KAs will be responsible for ensuring the safe and prompt preparation of some recipe ingredients, salad items, sandwiches, snacks and beverages. 

KAs will undertake regeneration and cooking of simple dishes as directed. 

KAs will assist in the organisation and service of special functions.  

KAs will be responsible for ensuring the safe and prompt service of salad items, sandwiches, snacks and beverages in the staff dining room and other designated service points.

KAs will assist in loading patient meal trolleys prior to service as directed by the Duty Chef. 

With the aid of the other catering assistant responsible for transporting the patient meal trolleys to and from the wards.  This must be a 2 man team approach.  Serve meals to staff and visitors on receipt of a valid meal ticket.

Replenish the tea alcove area on each of the wards and in the staff dining room to ensure adequate supplies of tea, coffee, sugar, milk, cups are available at least twice a day. 

Prepare the patient breakfast trolleys the day before with cutlery, crockery, preserves, bread & boxed cereals.
KA’s will be responsible for ensuring all deliveries are store appropriately and correct storage & stock rotation is adhered to.

Removal of kitchen waste periodically during the day.

Operation of the central wash-up section, which deals with all crockery, cutlery, containers, and equipment employed in the service of meals produced. 

Cleaning floors and gulleys, using correct colour coded mops, brushes and mechanical floor scrubbers.

Cleaning catering equipment and machinery such as boilers, hot plates and cupboards, ovens, steaming ovens, grills, fridges, freezers and mixer machines.

Cleaning and defrosting the fridge and deep freezers.

Cleaning all walls to a height that can be reached without the use of a ladder etc.

Cleaning windows with the restriction as laid down in item 2.6.

Cleaning of associated KA changing and rest rooms, kitchen store and garbage areas adjacent to the kitchen.

KA will be responsible to clean and tidy service, staff dining room and kitchen areas in order to maintain a safe and hygienic working environment.

KAs will assist in the promotion of healthy eating practices for patients and staff. 

KAs will contribute to specialty days and assist in themed events.  

Exercise independent judgement and initiative when problems arise by taking appropriate action to resolve the problems or referring to the appropriate person.

Compliance with catering procedures to maintain and improve operational standards.

Comply with food hygiene legislation and food safety regulations, including the catering procedures for personal hygiene.

Be familiar with appropriate Hygiene, Health and Safety Polices and Procedures and maintain on person hygiene.

Wear appropriate personal protective equipment whilst on duty.

Take reasonable care of yourself and anybody who may be affected by your actions/non-actions.

Co-operate with Cygnet in maintaining suitable standards of Hygiene, Health and Safety including adhering to all Cygnet Policies and Procedures, always work in compliance with rules and working practices.  Report all unsafe situations, incidents and accidents to your Supervisor or Manager.

Participate in all mandatory and refresher training as required and put your skills and knowledge into practice.  Training will be identified and carried out to fulfil the requirements of this Job Description, the post holders Supervisor and/or Manager is responsible to ensure you attend training.

All KAs will participate in regular catering meetings with supervision with allocated Chef. 

As part of the team KAs will assist Supervisory colleagues in ensuring excellent lines of communications within the department for all staff and users of the catering service.

Hygiene, Health and Safety

Employees must be aware of the responsibilities placed upon them under the Health and Safety at Work Act 1974, to ensure that the agreed safety procedures are carried out to maintain a safe working environment for patients, visitors and employees.

KA’s with the aid of other catering assistant is responsible for transporting the patient meal trolleys to and from the wards.  This must be a 2 man team approach.

KAs are responsible for unloading patient meal trolleys on their return from wards.

Assist in the operation of the central wash-up section, which deals with all crockery, cutlery, containers, and equipment employed in the service of meals produced. 

To adhere to all statutory regulations and safe practices pertaining to the safety and hygiene operations of the catering department and ancillary areas.

Ensure that high standards of hygiene are maintained by adhering to cleaning schedules and safe systems of work throughout the Catering Department.

Report all incidents to duty chef so that appropriate action can be taken.

Monitor and record food temperatures at each stage of service.

Monitor and record refrigeration temperatures. 

Ensure that all equipment is used in accordance to manufacturers' instructions and Safe Systems of Work and optimum use is made of facilities.

Assist in identifying your training needs and discuss with the Head Chef.
Ensure that all stages of the food handling process that the risk of food poisoning is minimized.

Resources

Ensure that methods of preparation comply with Departmental best practice e.g. Waste, quality, economic use of materials. 

Accurately portion quantities of food ordered by patients and served to staff.

Accurately distribute provisions as directed. 

Liaise with all colleagues on the economic use of resources. Participate in any group dealing with issues raised.

Assist in the control of waste for all service areas, liaising with all colleagues to identify areas for improvement.

Personnel and Training
Identify personal training needs as part of appraisal process.

Participate in all mandatory and refresher training to ensure training is up to date at all times.

Work with in-house and external training bodies to develop individual skills.

Act as mentor for and assist in training new members of staff.

Administration.
Assist in the compilation of meal production documents.

Take responsibility for the completion of personal request documents e.g. annual leave forms, return to work forms.
Participate in the development of daily work allocation.

Participate in the Catering meetings.

Monitoring

Note food production and food wastage levels and suggest solutions to Supervisory colleagues which reduces overproduction or over-ordering. 

Participate in formal and informal patient satisfaction surveys e.g. through contact with wards, ward staff, patients and other customers.

Deal with customers queries in service areas, supporting the duty chef.
Monitor Departmental security by spot checks on procedures.

Personal Development

To attend relevant training courses, seminars and study days.

To keep updated with current best practice.
GENERAL:

Performance Reviews/Performance Obligation: The post-holder will be expected to participate in the Cygnet’s individual performance review process to ensure continued professional development.

Confidentiality
All employees of Cygnet Health Care must not, without prior permission, disclose any information regarding patients or staff.   In circumstances where it is known that a member of staff has communicated to an unauthorised person those staff will be liable to dismissal.   Moreover, the GDPR act also renders an individual liable for prosecution in the event of unauthorised disclosure of information. 
Equal Opportunities
The post holder must at all times carry-out his/her responsibilities with regard to the Company’s Equal Opportunities Policy.

Smoking Policy
It is the policy of Cygnet Health Care to promote health.  Smoking therefore, is actively discouraged and is prohibited within the Hospital building and grounds.

Terms and Conditions of Employment
This post is exempt from the Rehabilitation of Offenders Act 1974 and this means that any criminal conviction must be made known at the time of application.

Review of this Job Description
This job description is intended as an outline of the general areas of activity and will be amended in the light of the changing needs of the organisation.   To be reviewed in conjunction with the postholder.

This job description is not an exhaustive document and may be subject to alteration in the light of future changes and developments. The post of KA is seen as an integral part of the smooth running of the hospital. A individual’s flexibility and good, close working relationships with colleagues will therefore be of paramount importance.
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PERSON SPECIFICATION

	Job Title:  Kitchen Assistant
Department: Catering Department

	Criteria
	How Tested

	Qualifications
	Essential


	Desirable


	Application


	Interview


	Presentation



	Food Safety certificate or must have willingness to work towards this  
	x
	
	x
	x
	

	Up to date accredited knowledge of)

COSHH H+S legislation provided by in house and external bodies or must have willingness to work towards this  
	x
	
	x
	x
	

	Experience/ knowledge
	

	Experience /Knowledge of providing Catering services 
	x
	
	x
	x
	

	Experience of cleaning duties 
	x
	
	x
	x
	

	Skills & Abilities
	

	Will have the ability to record maintain accurate records 
	x
	
	x
	x
	

	Good command of the English language both written and spoken with excellent communication skills 
	x
	
	x
	x
	

	Personal Attributes
	

	Will be able to work as part of a small catering team
	x
	
	x
	x
	

	Able to demonstrate excellent standards of hygiene and hygienic appearance
	x
	
	x
	x
	

	Able to enjoy and appreciate the Cygnet’s working environment. 
	x
	
	x
	x
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