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	HIGH LIFE HIGHLAND

JOB DESCRIPTION




JOB TITLE:


Catering Assistant 

SALARY: 

£14,007 - £15,315 pro rata plus Living Wage Allowance and weekend enhancements where applicable
LOCATION:


Bite Bistro, Inverness Leisure
RESPONSIBLE TO:

Facility Manager through on shift Leisure Supervisor
JOB PURPOSE:
To be responsible for delivering the highest possible standards of service to the customers of Inverness Leisure, who purchase food and/or beverages from ‘Bite Bistro’ and catering vending services within Inverness Leisure
KEY DUTIES AND RESPONSIBILITIES INCLUDE:

	

	1. To deliver a high standard of service to all customers using Inverness Leisure.
2. To comply with all Inverness Leisure policies & procedures.
3. To assist in the professional operation of the Bistro and vending contributing to a safe, healthy, hygienic and professional environment.
4. To assist with the preparation and service of all meals as instructed, meeting company standards.
5. To ensure that company and statutory policies and regulations regarding Hygiene, Health  and Safety, Food Hygiene and HACCAP are complied with at all times including policies regarding COSHH, fire, security, alarms, energy conservation, recycling and terrorist activity.

6. To be responsible for stock control and management of both food and beverage stock and retail products and following necessary replenishment processes. 

7. To ensure the correct storage and labelling of food correctly in accordance with health and safety standards.

8. To ensure all areas of Bite Bistro and vending equipment and areas are hygienically kept to a very high standard.
9. To ensure the service is prepared for next business/events within Inverness Leisure.
10. To report any complaint, compliment or incident of accident or near miss, fire, theft, loss, damage or other irregularity to the Leisure Supervisor.



	Other general responsibilities:



	1. To contribute to adapting menu’s with ideas and suggestions.

2. To ensure all equipment is working and maintained within working parameters.

3. To assist in other areas of Bite Bistro or Inverness Leisure in general where qualifications/skills/experience allow.

4. To assist in checking goods-in for quantity, quality and correctness.

5. To assist with the delivery of the Company’s Role Model Behaviours document and support any quality initiatives throughout the facility at any one time.

6. To operate in accordance with the facility HSPD, NOP, EAP & Staff Handbook at all times.

	7. To attend internally run training courses as and when required and to undertake to maintain all relevant professional qualifications required to undertake this role as well as identifying additional training requirements for self and colleagues in the Bistro.

8. To ensure that you conduct yourself in a professional manner which includes compliance with the company handbook maintaining confidentiality, providing an environment of equal opportunity and avoiding conduct that greatly affects the efficiency, discipline or reputation of the company.

9. This job description is intended to give the post holder an appreciation of the role envisaged for the range of duties to be undertaken. It does not attempt to detail every activity. Specific tasks and objectives will be agreed with the post holder at regular intervals.


Other Duties:

You may be required to perform duties, appropriate to the post, other than those given in the job specification.  The particular duties and responsibilities attached to posts may also be varied without changing the general character of the duties or the level of responsibility entailed.  Such variations are a common occurrence and would not themselves justify reconsideration of the grading.  As a result of such variations it will be necessary to update this job specification from time to time.
Date:
 April 2016
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	HIGH LIFE HIGHLAND

PERSON SPECIFICATION



JOB TITLE:


Catering Assistant
LOCATION:


Bite Bistro, Inverness Leisure
ESSENTIAL ATTRIBUTES:


In order to be able to carry out the duties of this post effectively and safely, candidates will be able to provide evidence of the following:-
1. EXPERIENCE 
· To have worked in a busy customer focused food service outlet with importance on Customer Service
· Cash handling experience is desirable

2. EDUCATION AND QUALIFICATIONS
· Certificate in appropriate sector course – basic food hygiene (or be able to achieve the same within 3 months of appointment)
3. SKILLS/ATTRIBUTES GENERAL
· Be able to work on own initiative as well as part of a team;
· Be able to deliver upon instruction;
· Be able to work well under pressure, and at a fast pace;
· Excellent time keeper;
· Be able to plan, prioritise and multi-task;
· Be open to new ideas;
· An ability to anticipate new customer demands in the industry;
· Have a willingness to “promote and sell”.
4. SKILLS/ABILITIES SPECIFIC TO THE POST
· Certificate in appropriate sector course – basic food hygiene (or be able to achieve the same within 3 months of appointment)
5. INTERPERSONAL AND SOCIAL SKILLS
· Good communication skills;
· Flexibility;

· Good sense of customer care in dealing with the public.
