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jOB dESCRIPTION
	Position Title
	Hospitality – General Assistant 

	Generic Job Title
	Support Services Assistant 

	Hours of Work
	Monday to Friday
08.00 – 14.00


	Department
	Catering

	Segment
	CSIFM

	Location
	GSK Montrose


	
Organisation Chart




	Job Purpose 

To ensure that all Catering jobs/duties are carried out efficiently and effectively according to the standards lay down by GSK and Sodexo.


	Accountabilities or ‘What you have to do’

· Carry out any/all duties as requested by the Sodexo Management Team 

· To ensure that all tasks are carried out in a professional manner, following all ‘safe systems of work and risk assessments    

· Wear the correct and appropriate PPE specified at all times.  To comply with all statutory GSK & Sodexo Health & Safety rules and regulations

· To comply with all GSK & Sodexo security regulations for cleaning materials, equipment and buildings and Montrose site sources of ignition regulations

· To provide high personal standards of work/performance, personal hygiene and appearance

· To assist with any special duties requested, some of which may occur outside normal working hours

· To perform/report any complaints/incidents of accidents, fire theft or loss, damage or any other

               irregularities and take action if applicable

· Undertake all required training in relationship to all aspects of the catering service delivered to the client, as requested this will include Great training and may also include My Learning

· Complete any due diligence/HACCP forms/reports as directed/instructed by the Catering Supervisor/Head Chef/Support Service Manager/Site Lead
· Adhere to Sodexo and Site Food Safety Policies and Procedures
· Complete any scheduled cleaning tasks as directed by the Catering Supervisor/Head Chef/Support Service Manager/Site Lead
· Ensure that all requirements in relation to COSHH are adhered to, as specified by the Catering Supervisor/Head Chef/Support Service Manager/Site Lead
· The method of conducting all catering tasks is as directed via the Great training cards/Sodexo Safety Management System

· To report all faults in relation to catering machinery/equipment to the Catering Supervisor/Head Chef/Support Service Manager/Site Lead
· To report all building defects to the Catering Supervisor/Head Chef/Support Service Manager/Site Lead
· To carry out any reasonable request, as specified by the Catering Supervisor/Head Chef/Support Service Manager/Site Lead
Key Areas of Job:
· To serve customers as and when required over service times, to be available for when required – keeping all areas clean and tidy

· To be polite at all times and to provide an efficient service to our customers/visitors and client alike

· To set-up meeting rooms and hospitality catering when required to the expected standard. 
· To assist as directed with all aspects of any admin requirements, and ensure paperwork is completed in full and correctly.
· To assist for lab coat collection and delivery.

· To assist in routine/monthly audits as requested from line manager. 
· To supply support to day to day support service requirements for business needs.  
· To assist with clearing away all crockery, cutlery from meeting rooms and stored correctly. 
· Ensure the waste is disposed of correctly, along with confidential waste, and ink cartridges are collected as required. 
· Replenishment and cleaning of all vending machines are carried out on a daily basis
· Assist with putting away deliveries as and when they arrive
· To assist as directed with all aspects of Stock taking
· To relieve/cover other staff in periods of absence

· To ensure that communication is constant

· To attend meetings and training courses as and where required

· To follow the rota system

· To be an effective member of the Montrose Team by using Sodexo’s values i.e.) Team Spirit, Service Spirit and Spirit of Progress




Signature of Employee -------------------------------------------------------------------------------------------------------------------------------

Date----------------------------------------------------------------------------------------------------------------------------------------------------------

Signature of Manager---------------------------------------------------------------------------------------------------------------------------------
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