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JOB DESCRIPTION

	
JOB TITLE      
	
Lunchtime Assistant 

	
GRADE           
	
A1 £7.92 p/hr
Part time
10 hours per week 
Term Time only


	
DEPARTMENT
	
PASTORAL




	
JOB PURPOSE

To supervise learners in the dining hall.
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KEY TASKS


	1. Supervising learners in the dining hall and escorting leaners to and from the dining hall. 


	

	2. Setting up the dining room 


	

	3. Assisting learners, if necessary, with their lunch


	

	4. Organising dinner queue and entrance of learners into dining hall 


	

	5. Ensuring that learners queue in an orderly manner


	

	6. Encouraging good behaviour and table manners in the dining hall 


	

	7. Cleaning up any spillages 


	

	8. Assist with cleaning the dining hall at the end of lunchtime 

	

	9. Any other duties as and when required 


	

	10. Follow Academy procedures 

	

	11. Ensure that any health concerns are passed on immediately to the School Nurse. 

	

	12. Ensure any child protection concerns are passed on immediately to Safeguarding Manager

	



	
STANDARD DUTIES


	1.

	Promote and implement equality and diversity

	2.

	Adhere to legislation and the Academy’s policies and procedures 

	3.

	Due regard to safeguarding and promoting the welfare of children and young people.

	4.
	Participate in performance reviews and professional/personal development activities.


	5.
	Will model the Academy’s values at all times to generate a shared purpose


	6.
	Respect confidentiality.  Confidential information to be kept in confidence and not released to unauthorised persons.


	7.
	To undertake any other duties as appropriate, commensurate with the grade of the post.



CONTACTS

	
Learners
Catering Staff
Teaching & Support staff




	
RELATIONSHIP TO OTHER POSTS 

	
Responsible to:

	
Safeguarding Manager

	
Responsible for:

	
NO STAFF RESPONSIBILITIES






	
SPECIAL CONDITIONS 
Enhanced DBS Check for a Regulated Activity.








	
	
DATE
	
NAME
	
POST TITLE


	
PREPARED

	
April 2014
	
Andrea Grant
	


	
REVIEWED

	
	
	

	
REVIEWED
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PERSON SPECIFICATION

Job Title:   Lunchtime Assistant 

	
	Selection criteria (Essential)
	Selection criteria (Desirable)
	How to be Assessed

	Education & Qualifications

	
	Numerate and literate sufficient to meet the demands of the post to GCSE level in literacy and numeracy, or the equivalent



	AF, I, C




	Experience
	Experience of working with children and young people

	



Previous experience of working as a lunch time assistant


	AF, I, C




	
Skills & Abilities
	
Ability to be a positive role model for learners 

High standard of use of English language (verbally) 

Ability to communicate effectively and develop professional relationships with internal colleagues 

Evidence of effective organisational skills

Ability to work under pressure 

Ability to work effectively as a team member 

The will to model the values of the Academy at all times and to generate a shared purpose

A commitment to community cohesion and social inclusion





	
	AF, I, 


	Knowledge
	Knowledge of data protection and information security and an understanding of why it is important to keep information confidential and secure


	







Knowledge of “Safer Recruitment” and safeguarding children practices

	AF, I, 


	Work Circumstances
	Enhanced DBS Check for a Regulated Activity


Occasional evening and weekend work, with adequate notice

Take annual leave out of term time, i.e. in school holidays


	
	I



I



I



AF – application form, T- test, I – interview, C – certificate

N.B. - Any candidate with a disability who meets the essential criteria will be guaranteed an interview




image1.jpeg
Manchester
Communication

b Academy

with you... $or you... aboed you...





