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	Position Title
	Hospitality Assistant
	Department
	Food production?

	Generic Job Title
	Hospitality Assistant
	Segment
	Corporate Services

	Global Grade
	t.b.c
	Location
	Site based

	Reports to
	Hospitality Manager
	Office / Unit name
	


ORGANISATION StRUCTURE



Head of Talent


Personal specification

· Previous experience in a similar role
· Good organisational skills

· Ability to multi task
· Reliable

· Trust worthy

· Flexible
· Proactive
· ‘Can do’ attitude

· Warm and friendly nature
· Ability to work effectively as part of a team  

Job Purpose 
· To assist the Hospitality Manager in the day to day hospitality tasks in the unit, and assist in maintaining and improving the catering standards of Sodexo, standards and the client’s satisfaction
· To assist in the preparation and presentation of all meals services at the required times to the company's standard and client satisfaction.

· To assist the Hospitality Manager in the preparation and completion of menu planning, ordering and stock control
· To assume control of the hospitality area in the absence of the Manager or authorised deputy.

· To assist in the training programme of new or existing staff.

· To maintain the Company standards of hygiene, safety and cleanliness and to ensure that Company, client and statutory policies are adhered to.

· To ensure personally if necessary that all the tasks of the Unit are carried out.

· To carry out any reasonable request of the Manager.

· To help organise and co-ordinate any special functions.

Key Performance Indicators (KPIs) or “What it will look like when you are doing the job well”
· To ensure all hospitality provided within section adheres to HACCP and Sodexo standards

· To ensure all hospitality provided within section achieves the required service times
Dimensions
	Financial
	

	Other
	


Skills, Knowledge and Experience
Essential

· Good standard of literacy and numeracy 

· Previous catering experience

· Excellent interpersonal skills and ability to  communicate effectively with customers, clients, and staff at all levels

· Good time management and organisational skills

· Ability to work well under pressure

· Ability to achieve and set standards and operate to performance criteria, with particular regard to hygiene

· Positive approach to learning in role and identifying own training needs as appropriate

· Self-motivated

· Sense of own initiative

· Ability to work effectively as part of a team

· Flexible approach to role
Desirable

· Basic Food Hygiene Certificate

· 706/2 or NVQ2 chef qualification, or equivalent

· Previous experience in similar role
· Computer literacy

· Good standard of financial acumen

Contextual or other information

· To observe all Fire and Health & Safety regulations, attending any training sessions necessary to keep updated on new legislation, and ensuring compliance with all current legal requirements.  
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Hospitality Manager





Hospitality Assistant
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