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JoB description
	Position Title
	Catering Assistant/Laundry Assistant
	Department
	Catering

	Generic Job Title
	Catering Assistant 
	Segment
	Healthcare

	Reports to
	Hotel Services Manager  
	Location
	Ellens Glen House

	Additional reporting to
	Regional Account Manager


ORGANISATION StRUCTURE



Deputy Zone Manager
Head of Talent

Job Purpose 
To assist the organisation in providing patients, staff & visitors with high quality person centred and safe catering service, by assisting with contributing to the operation and cleanliness of kitchens, dining rooms, serveries and all associated equipment whilst supporting the production, portioning, distribution, and service of meals & snacks. Responsible for providing a range of sewing and linen services within Clinical / Non Clinical Departments throughout all areas of the Hospital ensuring compliance with quality standards. The post holder will provide a high standard of service in accordance with the contract specification as directed by your line manager. The post hold with also be expected to contribute towards a positive working environment.  
The Catering Assistant/laundry assistant duties are defined by the cleaning specification and the allocated work schedule. Typically, the duties of a catering assistant will involve activities within one or more areas that can be completed within the timescale of the allocated shift pattern. 

The Catering Assistant works as part of a multi-disciplinary team, delivering a high standard of catering services to Patients, Staff and Visitors 

The Sewing and Linen Assistant role is delivering a high standard of sewing, linen and laundry service in areas of high activity.  

The postholder is employed within the site and there may be a requirement to be adaptable & work flexibly across locations to meet service demands.

Main Tasks

· Arrive in time for duty with a clean Sodexo uniform and clocking on. 

· While on duty staff are to wear only Sodexo uniform and maintain your uniform in a clean, ironed and tidy state at all times.
· Maintain a high standard of personal hygiene in accordance with company policy and the Food Safety Act at all times 
· To participate in the delivery of a high quality, professional service patients, staff & visitors 

· Clean crockery, cutlery, utensils, containers and small scale equipment manually and through machine washers.

· Clean floors, work surfaces, furnishings and related equipment manually and by use of machine.

· Prepare and present sandwiches for service to patients, staff & visitors

· Assist Chef’s with basic food preparation.

· Prepare Tea run and deliver to wards and departments.

· Clean and prepare ward food trolleys for meal service.

· Deliver food to wards if required.

· Comply with food hygiene regulations with regard to food service equipment cleaning and departmental cleanliness including dismantling and assembly of equipment for cleaning purposes.

· Comply with Hazard Analysis Critical Control Points, ensuring all relevant paper work is completed

· Ensure compliance with procedures including, Health and Safety regulations, manual handling, risk assessment, fire safety and Healthcare Associated Infection at all times to ensure own safety and that of others, to prevent the spread of infection.

· Notify supervisor or other relevant staff of faulty equipment, building/equipment repairs, maintenance requirements, and requests for personal protective equipment/light equipment. Responsible for ensuring building security measures are undertaken for example locking doors, securing windows when these have been left unsecured.

· To demonstrate duties and procedures to relief staff when they are covering duties.

· Store goods correctly and use stock on a rotational basis. 
· Participate with Department in Performance and Development Reviews 

· Maintain confidentiality at all times.

· To support the values of quality, teamwork, care and compassion, dignity and respect, and openness, honesty and responsibility through the application of appropriate behavior’s and attitudes.

· Ensure all spillages are immediately mopped up and warning signs are displayed.

Sewing

· To alter, repair staff uniforms to agreed standard.
· To mark and mark patient clothing and flat goods.
· To repair curtains if required.
Linen

· Ensuring linen stores are topped up to correct quantities and categories responsive to service needs.

· Maintain adequate linen supplies highlighting over or under stock.
· Ensuring exchange trolleys are cleaned and maintained.
· Keep linen room clean and tidy and complete relevant paperwork.

Equipment & Machinery
Experience and training in the use of cleaning, service, dishwashing equipment and chemicals will be necessary to carry out the job. 

The following are examples of equipment which will be used when undertaking the role.

· Floor Cleaning Machines and equipment

· Toaster

· Hot water Boilers / Kettles

· Hot Food Trolleys

· Microwave

· Vegetable preparation machine

· Knives                                                              

· Dish Washer

· Food Mixer

· Cookers and Ovens

· Deep Fat Fryer 

· Food Service/Regeneration Trolley

· Steam cleaning Machines

The post holder will be required to operate the following equipment: -

	· Sewing Machines
	
	All equipment to be used in accordance with manufacturer’s instructions 

	· Washing machines and Tumble dryers
	
	

	· Labelling Systems 
	
	

	· Overlocker
	
	

	· Ironing Equipment including roller iron
	
	

	· Distribution Trolleys
	
	

	
	
	


Procedures as detailed in the Sewing and Linen Services Operational Manual.

A knowledge of the safe dismantling and assembly of this equipment for cleaning purposes will also be required

Note: New equipment may be introduced as the organisation and technology develops, however training will be provided.

Training, knowledge and experience
· Report any mechanical defects, pest sightings or building/environment faults to a supervisor.
· Collect and return keys after securing doors, windows and exits.
· Maintain appropriate levels of chemicals and equipment in area of work.
· Regularly check machinery and equipment, changing filters when necessary and reporting faults as required.
· The ability to work as part of a team or on own initiative
· Complete regular curriculum training with Supervisor
· Ability to respond constructively to unpredictable situations
· Food Hygiene Level 2 Qualified 
· Completion of paperwork relevant to post, such staff surveys and holiday request forms. 
Decisions and Judgements:
· The post holder is expected to follow closely all guidance procedures and policies of the department 
· The post holder may be required to support other areas within the catering department as directed by the manager 
· Workload will be determined by daily requirements, and post-holder may be required to use initiative in order to prioritise tasks and responsibilities 

Most challenging / difficult parts of the job:
· To provide a high standard of finish and a quality article.

· To meet changing customer demands.

· The tasks performed carry a constant physical demand such as long periods of standing, constant physical movement and coping with extremes of temperature.

· Working within restricted spaces.
· Rotation between task and service to provide a flexible consistent service in line with clinical demand.
· Performing role in a clinical environment which requires postholder to accommodate patients’ needs and clinical service provision.

Communication and Relationships:
· The post holder will be in contact with all service users and supervisor on a regular basis, face to face or by telephone.

· Communications with colleagues discussing work routines and demonstrating practical skills and techniques in the safe use of equipment to colleagues who are new or less familiar in the work area.
· Communication with supervisors, managers and estates staff as necessary reporting faults or damage to equipment.
· Responding to queries or complaints using tact and diplomacy and escalating issues where these remain unsolved.
Governance

The post holder will operate at all times to high standards of probity.  This will include: 
Complying with Health & Safety Regulations and COSHH.

Complying fully with all policies and procedures in line with Trust policies and procedures.
Complying with all current Hygiene Regulations.

Complying with the Data Protection Act. (Patient confidentiality)

Complying fully with all Food Safety legislation
Knowledge gained on corporate and local induction, completion of internal training programme 

Manual Handling and Fire Awareness. 

Attainment of level 2 Food Hygiene Certificate within 6 months of taking up post (one day course)

Working knowledge of procedures and equipment relevant to post 

Operating mechanical and electrical machinery safely and effectively

Good Customer Care Skills
Physically fit sufficient to undertake the physical work associated with the post.

Department requires to be able to provide a flexible approach to its working hours.

Possess good communication skills including non-verbal communication skills

Ability to respond constructively to unpredictable situations.

Be calm, focused and able to cope with work under pressure.

There may be a need for adjustments to the duties and responsibilities of the post as a result of changes to the delivery of patient services and as circumstances dictate.
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