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General Catering Assistant







	Function:
	Independent Schools - Operations

	Job:  
	Hospitality Lodge Assistant

	Position:  
	Hospitality Lodge Assistant

	Job holder:
	

	Date (in job since):
	

	Immediate manager 
(N+1 Job title and name):
	Hospitality Manager

	Additional reporting line to:
	Head of Hospitality

	Position location:
	Wellington College

	





	1.  Purpose of the Job – To deliver highly professional, efficient hospitality service within the Wellington College Lodge, supporting the smooth preparation and service of meals for all scheduled events — including the Headmaster’s lunches and dinners held throughout the academic year. 

	· Deliver exceptional customer service and delivery of high standards across all events within the Masters Lodge and support other VIP events where required
· To be a front-line ambassador of Sodexo and Wellington College projecting a welcoming, efficient and professional attitude to our customers at all times.

	





	2. 	Dimensions – Point out the main figures / indicators to give some insight on the “volumes” managed by the position and/or the activity of the Department.

	Revenue FY13:
	€tbc
	EBIT growth:
	tbc
	Growth type:
	n/a
	Outsourcing rate:
	n/a
	Region Workforce
	tbc

	
	
	EBIT margin:
	tbc
	
	
	
	
	
	

	
	
	Net income growth:
	tbc
	
	
	Outsourcing growth rate:
	n/a
	HR in Region 
	tbc

	
	
	Cash conversion:
	tbc
	
	
	
	
	
	

	Characteristics 
	· Add point





Draft.  Version:  27-03-2014

	3. 	Organisation chart – Indicate schematically the position of the job within the organisation. It is sufficient to indicate one hierarchical level above (including possible functional boss) and, if applicable, one below the position. In the horizontal direction, the other jobs reporting to the same superior should be indicated.

	



General Manager
Deputy General Manager
Head Of Hospitality
Hospitality Manager

 

	count Directo




	4. Context and main issues – Describe the most difficult types of problems the jobholder has to face (internal or external to Sodexo) and/or the regulations, guidelines, practices that are to be adhered to.

	
· Delivery of exemplary food and beverage service with the Masters Lodge and other at high profile events as required
· Adherence to legal compliances, food safety and health & safety due diligence





	5.  Main assignments – Indicate the main activities / duties to be conducted in the job.

	
· Hospitality service delivery — Provide professional hospitality during all Lodge events, including the Headmaster’s lunches and dinners with students throughout the academic year.
· Event and Lodge setup — Set up the Lodge for Headmaster events, student dining occasions, and fine‑dining dinners in a timely, organised, and polished manner.
· Food preparation support — Assist with the preparation and presentation of food to Sodexo standards, ensuring full allergen awareness before each event.
· Compliance and hygiene — Maintain strict adherence to all legal, food safety, and hygiene requirements within the Lodge environment.
· Premium service delivery — Serve students, staff, and guests with professionalism, correct portion control, and a confident, friendly manner appropriate for formal and fine‑dining Lodge events.
· Training and development — Participate in all required training to uphold high hospitality standards and support the unique expectations of Lodge service.
· Lodge cleaning duties — Clean Lodge equipment, walls (up to 6ft), floors, fixtures, and fittings according to the cleaning rota and Sodexo standards.
· Work area readiness — Ensure all Lodge work areas, service points, and equipment are left clean, organised, and ready for upcoming events.
· Stakeholder engagement — Build positive relationships with students, staff, and College stakeholders to understand expectations and deliver exceptional service.
· Hospitality improvement suggestions — Offer constructive ideas to enhance Lodge hospitality, fine‑dining experiences, and the overall customer journey.
· Personal hygiene standards — Maintain excellent personal hygiene and presentation appropriate for high‑profile Lodge events.
· Special event support — Assist with special Lodge functions, including fine‑dining dinners and occasional events outside standard working hours.
· Maintenance reporting — Report maintenance issues promptly to ensure the Lodge remains safe, functional, and presentable.
· Incident reporting — Immediately report any incidents of fire, theft, damage, unfit food, or irregularities and take appropriate action.
· Customer complaint handling — Report customer complaints promptly and take appropriate action where possible.
· Manager requests — Carry out any reasonable requests made by the Manager to support Lodge operations.








	6.  Accountabilities – Give the 3 to 5 key outputs of the position vis-à-vis the organization; they should focus on end results, not duties or activities.

	
· To understand and maintain the standards and integrity of the service offer and Service Level Agreement at all times. 
· To establish and maintain satisfactory relationships with individuals at all levels within the Company and theClient organisation. 
· To implement and maintain the Statutory and Company standards of hygiene, health and safety and take any action as is necessary. 
· To comply and maintain all Statutory and Company policies and procedures



	7.  Person Specification – Indicate the skills, knowledge and experience that the job holder should require to conduct the role effectively

	
Essential

· [bookmark: _Hlk79565599]Passion for the delivery of excellent customer service
· Ability to work alone or as part of a team
· High standards of personal hygiene
· Flexibility with working arrangements in line with Lodge timings

Desirable

· Food Hygiene Certificate
· Enhanced Customer Service Skills
· Previous knowledge of the hospitality industry







	9.  Management Approval – To be completed by document owner

	
	Version
	1
	Date: 15/08/2026
	August 2026

	Document Owner
	Noah Johnson





[bookmark: _Hlk92267011]
	I can confirm I have read the full content of my job description and understand the requirements of this role:

	Employee Signature:
	


	Date:
	


	Please return to sender with any associated documentation
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