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	Beaumont Leys School

“Together We Achieve Success”

	
	Job Description: Cook/Kitchen Assistant
Level 1


	All support staff at Beaumont Leys School contribute to the achievement and well-being of students’, either directly or indirectly, and therefore play a vital role in the school’s success. 
The Professional duties and tasks of all support staff in schools   have been determined by   Leicester City Council’s Single Status Job Evaluation scheme. Within the major objectives for support staff will be, as appropriate, those that reflect key Leicester City Council priorities e.g.  Cultural Diversity, Social Justice, Environmental Quality and Economic Prosperity.  
The description of the requirements for the post of Level 1 Cook/Kitchen Assistant at Beaumont Leys School has been closely based on the Single Status job description that best fits this post but has been written to reflect the culture, ethos, requirements and expectations of Beaumont Leys School.         

	Requirements for  post of: Cook/Kitchen Assistant

	Reporting directly to: 
	Varies 

	Responsible for:
	To provide a quality and efficient catering service to all customers of the school and to take responsibility for the day to day operations of the service.

	Liaising with: 
	Varies

	Key purpose of  role 
	· To provide an educational catering service to a diverse range of customers.

· To undertake all specified duties in compliance with relevant food safety and health and safety legislation.

· To ensure that catering facilities meet the school’s security and statutory requirements.

· To implement and promote Leicester City Council's and the school’s policies and procedures relating to all areas of employment and service delivery.

	Key tasks of the role 
	· Prepares or produces or serves as required meals taking into account special dietary and cultural needs.

· Manages on a day-to-day basis allocated staff and material resources to meet financial targets.

· Undertakes the preparation of dining room furniture, cleaning of premises, plant and equipment.

· Reports accidents, breakdown of equipment and Food Safety and Health and Safety hazards.

· Undertakes cashier and cash handling duties if required.

· Promotes customer care and liaises with other catering staff, suppliers, customers and representatives of the establishment to achieve the delivery and standard of service required.

· Attends training sessions as specified during term-time.

· Contributes to menu planning and to the overall development of the catering service.

· Undertakes administration under the direction of the line manager and on the job training of catering staff to ensure compliance with all relevant food safety and health and safety legislation.
· Clears and cleans cutlery and crockery at the end of service.

	Core Responsibilities 

	People Management 
	· None.

	Creativity Required 
	· Sets up counter to show range of food available. 
· Uses imagination in snack preparation and counter.
· Displays to make meals appetizing.

· Assists in preparation and cooking of meals.

	Contacts 
	· Serves meals/snacks to students’ and school staff. 
· Collects monies.

· Reports equipment faults, nearing ‘use by dates’ on products, low levels of stock items to line manager.

	Decision Making 
	· Portion control.

· When to report low stock levels, foods stocks nearing use by dates.

· Reporting of faulty equipment.

· Recommends to students’ what they can buy for their limited money.

	Objectives 
	· Portion control – ensure the service remains within budget.

· Courteous service is offered.

	Resources Used or Managed 
	· Collecting dinner monies up to the value of £100 daily. Shared responsibility for the use of all kitchen equipment.

	Interruptions, conflicts & frequency
	· Interruptions from misbehaving students’. 
· Fire alarms.

· Disruption to work load due to equipment failure.

	Physical effort and IT use 
	· Lifts tables and chairs when setting up dining room.
· Standing during shift.
· Mops kitchen – daily.
· Scrubs kitchen - twice weekly.

	Working Conditions 
	· Works within a commercial kitchen with heat, steam, cold stores and freezers.

· Exposure to heat, noise and smells.

	Risks encountered 
	· Exposure to cleaning/sterilization chemical substances. 
· Works in a potentially hazardous environment – risk of burns, cuts, slips.

· Injury due to lifting tables and chairs. 
· Occasional abuse from students’.

	Knowledge and skills level 
	· Experience of food preparation.
· Experience of cash handling.

· Awareness of food hygiene and health and safety.

	Personal and Professional Conduct 

	All members of support staff are expected to demonstrate consistently high standards of personal and professional conduct. The following statements define the behaviour and attitude which set the required standard for conduct at Beaumont Leys School. 

	Support staff   maintain high standards of ethics and behaviour, within and outside school, by:
	· Treating students’ with dignity, building relationships rooted in mutual respect, and at all times observing proper boundaries appropriate to an employee in a school setting including the use of social communication networks such as Facebook, Twitter, Email etc.
· Having regard for the need to safeguard students’’ well-being, in accordance with statutory provisions including the use of social communication networks such as Facebook, Twitter, Email etc.
· Showing tolerance of, and respect for, the rights of others.
· Ensuring that personal beliefs are not expressed in ways which exploit students’’ vulnerability or might lead them to break the law. 

	Support staff  must have:
	· Proper and professional regard for the ethos, policies and practices of Beaumont Leys School and maintain high standards in their own attendance and punctuality. 

	Support staff must have 
	· Proper and professional regard for the ethos, policies and practices of Beaumont Leys School and maintain high standards in their dress and personal presentation. 

	Support staff  must have:
	· An understanding of, and always act within, any statutory frameworks which set out their professional duties and responsibilities.

	· Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified. 

· The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

· This job description is current at the date shown, but, in consultation with you, may be changed by the Headteacher to reflect, or anticipate, changes in the job commensurate with the grade and the job title. 

· These duties may be varied or added to in order to meet the changing demands of the school at the reasonable discretion of the Business Manager or Headteacher. 

	Health and Safety 
	It is an Employee’s responsibility to take reasonable care of themselves and others, and anybody affected by their undertaking, including any act(s) or omissions. 

	Signed  by member of staff 


	
	Date:

	Signed by  Business Manager 
	
	Date:
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