[image: Sodexo_Exec_email_banner_BLANK]Job Description: 
Food Service Assistant







	Function:
	Corporate Services

	Job:  
	Catering

	Position:  
	Food Service Assistant

	Job holder:
	Elaine Burns 

	Date:
	27/04/2026

	Immediate manager:
	Services Excellence Manager, Catering Manager/Chef

	Additional reporting line to:
	Pamela Porter

	


	1.  Purpose of the Job – State concisely the aim of the job.  

	
· To assist with the preparation, service of food and cleaning of the establishment to the company’s standard and the client’s satisfaction.


	



Draft.  Version:  27-03-2014

	2. 	Organization chart – Indicate schematically the position of the job within the organization. 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.

	Cleaning Manager
Cleaning Manager

Account Manager
Alaistair Armstrong





Excellence Service Manager 
Pamela Porter
Catering Manager 
Leigh Ann Honeyford











	3. Context and main issues

	
· Comply with Company and statutory regulations 
· Implement all health & safety policies, procedures and guidelines
· Adhere to emergency evacuation procedure
· Implement COSHH 
· Complete Daily Tasks for site
· Unit Site Specific Security Procedures 



	4.  Main assignments 

	
· To assist as directed with all aspects of preparation and presentation of food to the company’s standard and ensuring adherence to legislation including HACCP
· To serve the customers to the company standard, to promote a friendly and welcoming atmosphere and to utilise selling techniques to benefit both the company and the client.
· To carry out cashier duties
· To receive any training that is necessary to maintain and improve standards of the establishment
· To ensure tables and condiments are kept clean at all times and that condiments are well stocked
· To assist in setting and replenishing the food service counters
· To undertake all necessary cleaning to the company standard, according to the cleaning rota.
· This includes walls- up to 6 feet, floors, fixtures and fittings, equipment, pots, pans cutlery, crockery, glassware 
· To ensure that the Company's documentation and administration procedures are carried out to the laid down standard 
· Ensure that all goods are correctly and quickly stored away on a ‘first in first out’ basis and comply with Health and Safety regulations
· Comply with all Company & Client policies and procedures, site rules and statutory regulations including Health & Safety, food hygiene, safe working practices, cleanliness, fire and COSHH. This will include your awareness of any specific hazards in your workplace
· Ensure that all equipment used, is in safe working order, checked regularly and serviced.  Report any faults to management/client.
· Ensure that temperatures of fridges, freezers and hot cupboards/serveries are monitored and recorded in line with Company regulations and the Food Safety Act
· To report and, where possible, take action for any incidents of accident, fire, loss, theft, damage, unfit food, or any other irregularities
· To attend meetings and training courses as required.
· To carry out any reasonable request by the management team.




	5.  Accountabilities 

	
· Deliver exceptional customer service to build valuable long term relationships with customers and the client
· Communicate to build relationships and interact appropriately with others
· Seek to raise standards and improve quality of performance and service
· Work effectively and professionally with others to achieve the desired results




	6.  Person Specification – 

	
· Preferred experience working in a catering team
· Excellent customer service skills and communication skills 
· Adapt to  working in a standards/compliance environment 
· Ensure a high standard of personal hygiene and appearance and general cleanliness to comply with statutory and Company regulations, wearing company uniform as specified.
· Maintain up to date Security Access to sites ensure vetting process is completed, updated and approved every 5years.



	7.  Competencies 

	
	Growth, Client & Customer Satisfaction / Quality of Services provided
	Leadership & People Management

	Rigorous management of results
	Innovation and Change

	Brand Notoriety
	Business Consulting

	Commercial Awareness
	HR Service Delivery

	Employee Engagement
	

	Learning & Development
	






	8.  Approval – Signed by Inducting Manager and New employee

	
	Inducting Manager
Signature 
	
	Date


	Employee  
Signature 
	
	Date







	9.  Management Approval – To be completed by document owner

	
	Version
	
	Date
	

	Document Owner
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