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WREXHAM COUNTY BOROUGH COUNCIL

JOB DESCRIPTION

ASSETS AND ECONOMIC DEVELOPMENT DEPARTMENT

Job Title:     

Catering Assistant

Grade:

LO2

Responsible to :

Cook in Charge

Department:

Assets and Economic Development

HR Department

Identification No:

278

Responsible for:

N/A

Hours of Duty :

Various

JOB PURPOSE:

To undertake general kitchen duties including the preparation, simple cooking and serving of food.

PRINCIPAL ACCOUNTABILITIES

1. Basic preparation of food and beverages e.g. preparing vegetables, salad items, and fruit etc. Simple cooking e.g. preparation of snacks.

2. Transporting and serving meals to the customers, and completion of HACCP records.

3. General kitchen and dining room duties e.g. washing up, setting up and clearing away food and moving tables and chairs. 

4. Cleaning of the kitchen, its surround and equipment.

5. Undertake any other duties which are commensurate with the general nature and grade of the post, as instructed by the Cook in Charge.

6. Ensure compliance with corporate policies and procedures including the code of corporate governance, health and safety, risk management procedures and financial regulations.

KNOWLEDGE AND EXPERIENCE

· Previous experience is not essential as training will be provided.

· Good interpersonal skills.

· Understanding of hygiene rules.

· Ability to travel across the County Borough to carry out work (e.g. attend meetings / visit clients or work sites) 

· Knowledge of and commitment to Equality and Diversity

· Understanding of the importance of Welsh Language and Culture

JOB CONTEXT

This post exists to assist the Cook in Charge in the provision of a school meals service to the designated school.

CONTACTS

The postholder will be in contact with teaching staff, non-teaching staff and pupils within the school, and managers/officers within the Central Management team.

Address

Assets & Economic Development, Support Services Section,  Wrexham County Borough Council, Crown Buildings, 31 Chester Street, Wrexham. LL13 8BG. Telephone: 01978295536.

A DBS check will be required (enhanced)
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PERSON SPECIFICATION

	Job Title
	Catering Assistant 

	Job Evaluation ID
	278

	Grade
	LO2


	
	Essential
	Desirable
	Measured

by*

	Qualifications
	
	
	

	No formal qualifications required
	n/a
	n/a
	n/a

	Training/Specialist Knowledge
	
	
	

	Basic Food Hygiene 
	
	Y
	F/I

	Health and Safety 
	
	Y
	F/I

	Manual Handling
	
	Y
	F/I

	Nutrition
	
	Y
	F/I

	Customer Care
	
	Y
	F/I

	Experience in School Meals
	
	Y
	F/I

	Practical/Intellectual Skills
	
	
	

	Ability to communicate in Welsh
	
	Y
	C/I

	Cooking ability
	
	Y
	I

	Desire to progress, NVQ etc
	
	Y
	I

	Personal Attributes
	
	
	

	Able to meet deadlines
	
	Y
	F/I

	Initiative
	
	Y
	F/I

	Flexibility – other sites, times
	
	Y
	F/I

	Professional, hygienic appearance
	Y
	
	F/I

	Good interpersonal skills
	Y
	
	F/I

	Personal Circumstances
	
	
	

	Ability to travel across the County Borough to carry out work (e.g. attend meetings / visit clients or work sites)
	
	Y
	F/I

	Equality
	
	
	

	Knowledge of and commitment to Equality and Diversity
	Y
	
	F/I

	Understanding of the importance of Welsh Language and Culture
	Y
	
	F/I


*  Each of the requirements specified must be measurable.  Please indicate the approach that will be taken to assess whether applicants meet the requirements:

	F
	Job Application Form
	
	C
	Certificate of Qualification

	I
	Interview
	
	T
	Test


BEHAVIOURAL COMPETENCIES

The postholder will be expected to demonstrate the seven core behavioural competencies which make up the Council’s corporate competency framework.  These include :

	1.
Communications
	Good communication underpins success in all our work - ensuring we understand each other, express and share ideas and information clearly.  



	2.

Teamwork and Partnership
	Working effectively with other to achieve results, developing good working relationships and fostering co-operation with internal and external stakeholders/partners; respecting the contribution of all individuals and valuing equality and diversity.  



	3.
Continuous Improvement and Innovation
	Adapting to change and new ways of doing things; generating new ideas and seeking out the best way to deliver services; promoting innovation in others.



	4.
Leadership
	Leading and inspiring people to higher levels of achievement and personal fulfilment; acting as a role model, taking responsibility for personal organisation, improving customer-focussed service delivery and results. 



	5.
Delivering Results
	Being clear about what we are here for and to concentrate on the outcomes; agreeing clear objectives, managing work and projects effectively. 



	6.
People Development (Self and Others)
	People development is the commitment to investing time and effort in identifying potential and working with individuals to harness and develop that potential.  It is also about taking responsibility for your own self-development



	7.
Citizen and Customer Focus
	Develop and deliver high-quality internal and external responsive customer-focussed services, operating professionally and sensitively.




The overall aim is to maximise the postholders’ individual effectiveness and potential and to target their efforts towards improving the overall effectiveness of the Council. 

Each competency has three levels - Level 1 (minimum requirements) to Level 3 (advanced requirements for senior posts).

The post holder will have an annual and interim (6 monthly) appraisal and their performance against their agreed objectives will be scored using the following rating scale:

	1.
Needs Improvement
	Consistently struggles to meet the principal objectives of the role. 

Requires constant intervention from others to meet agreed objectives. 



	2.
Developing
	Meets some expectations of the role. 

Demonstrates commitment to learn and develop in the role. 

May be new to the post (<12 months). 

Some development needs identified to meet requirements of the role. 

Requires additional support from others to ensure agreed objectives are met. 



	3.
Good
	Consistently meets expectations of the role, with minimal intervention or support. 



	4.
Very Good
	Goes above and beyond expectations of the role. 

Demonstrates some of the competencies expected of a more senior grade. 



	5.
Outstanding
	Consistently exceeds expectations of the role. 

Demonstrates commitment to developing their career in public services. 

Responds well to additional pressures which are unexpected, significant and continuous. 




