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JoB description


	[bookmark: Text3]Position Title
	Catering Assistant
	Department
	Catering

	Generic Job Title
	Catering Assistant
	Segment
	Corporate Services 

	Team Band
	Unbanded
	Cambridge
	Cambridge

	Reports to
	Catering Manager/
Front of House Supervisor
	Office / Unit name
	Microsoft Cambridge


ORGANISATION StRUCTURE
[bookmark: _Hlk206495937][bookmark: _Hlk206495938]Catering Manager
Food Service       Assistant
Front of House    Supervisor


Job Purpose 

· [bookmark: _Hlk8631125]To provide excellent customer service from the preparation, presentation and service of food and beverages to the client and Sodexo’s satisfaction.
· To lead by example through behaviour and personal presentation. 
· Adherence to all health and safety principles and supporting the delivery of goal zero mindset.

Accountabilities or “what you have to do”


· Comply with all company and client policies, procedures and statutory regulations site rules, health and safety, safe working practices, hygiene, cleanliness, fire, COSHH. This will include your 
awareness of any specific hazards in your workplace.
· Assist with all aspects of the preparation of food service areas and presentation of food to the notified standard.
· Communicate well and demonstrate a pleasant, polite efficient, caring and friendly service to 
customers in all areas of the restaurant and catering departments.
· Assist in stock control, reducing waste and driving sales.
· To prepare all food with due care and attention, particularly in regard to customers special dietary requirements: for example, nut, dairy or wheat allergies. 
· Assist with the replenishment of food, beverages and equipment to ensure service periods do not stop.
· Assist with hygienic cleaning of utensils and work areas after service periods.
· Promote a friendly working relationship with colleagues.
· Promote good company image to customers and guests by using positive customer service 
practices.

· To assist with the setup, service, clearing and cleaning of function catering as requested.
· To undertake occasional duties outside the normal routine but within the scope of the position and the department’s activities. To assist, as required, at special functions, some of which may occur 
           outside normal working hours, for which you will be paid overtime.
· To report any complaint or compliment and take action if at all possible.
· To report any incident of accident, near miss, fire, theft, loss, damage and take action as may be appropriate or possible.
· Attend to any reasonable requests made by the catering supervisor, catering manager or chefs. 
· To attend meetings and training courses as requested.
· Participate in any necessary training and team meetings as required to complete job responsibilities to the company’s and client’s standards e.g. health and safety, food hygiene.

Key Performance Indicators (KPIs) or “What it will look like when you are doing the job well”

· To deliver a consistent level of service, within the company's standards, to the contract specification and agreed performance, qualitative and financial targets.
· Comply with all company and statutory regulations relating to safe systems of work, health and safety, hygiene, cleanliness, fire and COSHH.
· Excellent feedback received from the client and customers – both verbal and written, e.g. in 
meetings, comment cards and feedback via e-mail.
Skills, Knowledge and Experience

Essential
· Good communications skills
· Experience of working in a similar industry such as food service, catering or hospitality.
· Previous food handling experience.
· Ability to adhere to all health & safety practices.
· Strong customer service skills.
· Ability to work effectively as part of a team.
· High levels of personal hygiene and appearance.

Desirable
· Basic food hygiene certificate.
· Experience of working in an environment where compliance to standards is key.

Contextual or other information

· This job description is intended to give the post holder an appreciation of the role envisaged aged and the range of duties and responsibilities to be undertaken. It does not attempt to detail every activity. Specific tasks and objectives will be agreed with the post holder at regular intervals. The post holder will be required at all times to perform any other reasonable task, as requested by the Line Manager in order to meet the operational needs of the business.

Full Name____________________________________________

Signature_____________________________________________

Date_________________________________________________
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