
Catering Assistant - 15 hrs pw
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Catering Assistant| Job Description 

Reporting directly to the Catering Manager, the main purpose of the Catering Assistant 
will be to actively participate in the daily operation of the catering department. 

Main Duties 

• Assist with all aspects of the preparation of food service
areas and presentation of food to the required standard.

• To prepare all food with due care and attention,
particularly in regard to customer’s special dietary
requirements, for example, dairy or wheat allergies.

• Undertake some basic cooking including the
reconstitution of prepared food.

• Transferring and serving of meals, sandwiches and
beverages.

• Undertake general kitchen and dining room duties,
including washing up; setting up and clearing away
equipment and tables, cleaning of the kitchen and
dining room surrounds and equipment to include all
work surfaces, dining furniture, floors and walls.

• Use the cashless biometric system and operate a till on
this system.

• Assist with hygienic cleaning of utensils and work areas
after service periods and to assist with implementation
of cleaning schedules.

• Carry out to comply with Health & Safety and Hygiene
regulations.

• Complete all necessary paperwork that may be required
must be completed.

• Attend meetings and training courses as required.

• Duties as delegated in connection with the services
provided.

• To carry out other duties appertaining to the use of the
premises as may be necessary from time to time in
accordance with the reasonable requirements of the
Principal.

General Duties 

• Work flexibly to meet the Schools requirements
including on occasions working in other departments as
directed by your manager. This requirement is likely to be
particularly relevant where you may be expected to work
evenings or weekends.

• Comply with all School policies and procedures. Within
these boundaries, staff are expected to use initiative to
resolve problems and address issues.

• Ensure the quality standards and performance measures
applying to your area of work are met and facilitate
continuous improvements in all aspects of the post.

• Maintain a safe environment by working within Health &
Safety guidelines and being aware of your responsibilities
for health and safety.

• Value diversity and promote equal opportunities

• Comply with GDPR and data protection legislation and
relevant policies and procedures where applicable.

• Participate in appraisal activities as required. Undertake
further training as needed to ensure up to date knowledge
and implementation of best practice.

• All Bury Grammar Schools’ employees are expected to
act as ambassadors for the Schools and promote the
Schools and its services positively as well as behave in a
manner consistent with the Schools’ Values at all times.

• Undertake any other duties and tasks appropriate to the
grade and character of work as may reasonably be
required.
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This role is 15 hours per week, term time only. Standard 
working hours are 12.00pm to 3.00pm, Monday to Friday. 



Essential Desirable 

Qualifications Educated to GCSE / O Level standard. 
√ 

Experience 
Previous experience of working in a catering environment undertaking food 
preparation and basic cooking. √ 

Face to Face, experience of dealing with people. 
√ 

Appreciation of Customer Care practices. √ 

Ability to order, control and rotate stock. 
√ 

Skills Must be highly organised and able to work on own initiative with the minimum 
of supervision √ 

Must possess a valid Food Hygiene qualification, or be willing to train for one 
and undertake H&S training as necessary. √ 

Personal Qualities To be able to work calmly and efficiently under pressure as part of a team 
√ 

Must be smart in appearance and maintain good personal hygiene  
√ 

Have a flexible approach to work and routines √ 

To be committed to an honest, helpful, hardworking approach √ 
Good record of attendance and punctuality 

√ 

An understanding of school policies and procedures and a commitment to 
safeguarding. √ 

Catering Assistant | Person Specification 
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Applica tion  

Application is by submission of the School Application Form and a covering letter. 

Please address your letter to the Principal (no more than two sides), refer to the criteria set out in the Person Specification and outline your vision for the role, 
using Microsoft Word format.  

The Application Form and further details of this post can be found via our school website. 

Please complete all sections of our application form, then submit your application via the HR Pro link by 9.00am, Thursday 6th August.

Please do not submit your CV, even to supplement your application, as this will not be considered.  

We reserve the right to close this application process down early; at our own discretion, if we have received a sufficient number of 
applications.

Employment 

Please give us details of your complete work history since leaving school/tertiary education, including current and past employers, job title, dates employed, 
and salary and explain any breaks in employment. You should clearly demonstrate how your experience, knowledge, skills and abilities match those required 
in this role, as detailed in the Person Specification, and provide examples.  

All shortlisting decisions are based on the Essential Criteria in the Person Specification and only candidates who are the closest match to the identified criteria 
will be invited for interview. 
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