	                                                                                                       Job Description

	Date:         2018

	Job title:   Food Service Assistant                                                                                  Division:  Business & Industry 
Reports to (job title):  Catering Manager/ Business Manager                                      Department: Operations 
Hours of work: In accordance with the contract of employment                                 Place of work: Chives Paisley                                              

	Job Purpose:  
To provide excellent customer service from the preparation, presentation and service of food and beverages to the client & Sodexho’s satisfaction.

	Key Competencies
· Customer & Client Focus; Deliver exceptional customer service to build valuable long term relationships with colleagues, customers and clients

· Impact and Influence; Communicates to build relationships and interacts appropriately with others

· Continuous Improvement; Seeks to raise standards and improve quality of performance and service

· Working with others ; Works effectively and professionally with others to achieve the desired results

	Core Duties
	Knowledge, Skills and Experience required 

	· To assist as directed with all aspects of preparation and presentation to the Company's standards 

· To provide an efficient and friendly service to customers in all areas of the catering department

· To ensure that food is presented and served in a clean, hygienic environment

· To assist at service times by serving the customer at the counter as directed, to the Company's standard 

· To complete all necessary sales controls and documentation for each service

· To communicate well with customers and demonstrate a helpful attitude at all times
· To undertake all aspects in cleaning equipment: walls up to 6ft, floors, fixtures, fittings, pots, pans, cutlery, crockery, glassware etc., to the Company’s standard according to the cleaning rota or as directed
· To prepare and deliver hospitality.
· To ensure tables and accompaniments are kept as clean as is reasonably practicable and adequately stocked during service times and relay as required
· To load service counters as and when directed and to ensure sufficient supplies throughout the service period
· Fill and clean vending machines, record on Service cards (not if there are Vending Operators)
· Check deliveries and temperatures on delivery, also record food temperatures during service temperatures
· Operate till during service periods, check floats and cash up at end of service
· To fulfil any reasonable management request

· To attend/receive any job-related training as required

Additional Ad-hoc Duties:
· To assist at any special functions, some of which may occur outside working hours
· To report any customer complaints or compliments and take some remedial action if at all possible
· To report immediately any incidents of accident, fire, theft, loss, damage, unfit food, or other irregularities and take such action as may be appropriate or possible
· To attend meetings and training courses as may be necessary
· To provide cover in other areas during periods of holidays and sickness
	· Good communications skills
· Previous food handling experience

· Ability to adhere to all health & safety practices

· Strong customer service skills

· High level performer

· High levels of personal hygiene and appearance




Date: _____________________    Signature employee: ______________________________  Signature Manager: __________________________
