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The Whittington Hospital NHS Trust

Job Description
1.
GENERAL INFORMATION

JOB TITLE:
Food Services Assistant (3)

GRADE:


To be set through Agenda for Change

HOURS OF DUTY:
37.5

ANNUAL LEAVE:
To be set through Agenda for Change
SUPERANNUATION:
6% of salary (optional)

2.
CONDITIONS OF SERVICE:

In accordance with the Trust Terms and Conditions of Employment as laid down in the relevant Trust Handbooks.

3.
WORKING RELATIONSHIPS
Accountable to:
Patient Services Manager - Catering

Responsible to:
Duty Manager (Catering)

Liaises with:


· Deputy Catering Manager

· Catering staff at all levels

· Dieticians

· Restaurant customers, (Patients, Clinical staff, Ward Housekeepers, 

· Admin staff within the Directorate

· Hospitality customers

· Other managers within the directorate, Supplies, Estates


4.
JOB SUMMARY:


4.1

To work, as part of a team in the privision of a Catering Service to 
Staff, Visitors and Patients of the Whittington Hospital, ensuring that 
the service provided is a customer focused quality service.

4.2 
To work in a safe and hygienic manner, ensuring the highest standard 
of food safety.

4.3 
To maintain the highest standard of personal and professional 
presentation of yourself and goods.

4.4 
To undertake supervisory responsibility for Catering Assistants and 
Food Technicians, in the absence of the restaurant Duty Manager.

4.5 
To have responsibility for the securing of restaurant cash takings in line    with the department's policy for safe cash 
handling.

5.       MAIN DUTIES AND RESPONSIBILITIES

5.1 To operate the restaurant’s Point of Sale (cash) registers, ensuring that  the correct charging structures are applied in line with departmental policy.

5.2 
To account for cash takings in the restaurant investigating and reporting discrepancies to the Duty Manager and/or Patient Service manager

5.3 
To monitor the availability of change within the registers throughout the 
meals service time.

5.4 
To respond to initial queries from customers in relation to pricing 
queries.

5.5 
To serve meals and beverages to staff in line with portion control and 
presentation requirements, as directed by the Duty Manager.

5.6 
To monitor and record all temperatures

5.7 
To maintain set standards of food and beverage service as directed by 
the Duty Managers.

5.8 
Supervise the clearing and cleaning of restaurant areas, and 
equipment , and the washing up of crockery and cutlery

5.9 
To undertake cleaning, replenishing, emptying and correcting minor 
faults with vending machines where necessary.

5.10 To work as part of the Catering team, clearing and resetting of tables in 
the restaurant and coffee lounge areas.

5.11 To undertake cleaning duties as defined in the Cleaning Schedules or 
as directed by the Duty Manager.

5.12 To undertake manual pan wash service when necessary.

5.13 To carry out general Catering portering duties, including storage and 
back of house areas.

5.14 To assist with breakfast as directed by the restaurant supervisor.

5.15 To undertake re-stocking of products on display for sale, salad bar 
items, sandwiches, cold drinks, chilled snacks, hot and cold desserts, 
fresh fruit, cakes etc).

5.16 To assist in the provision of special events, hospitalities and/or theme 
days.

5.17 To undertake the operation of mechanical dish washing machines, floor scrubbing machines and vacuum cleaners as required.

5.18 To maintain set standards of food and personal hygiene and personal appearance in accordance with the department's hygiene policy.

5.19 To assist customers in accessing services where necessary.

5.20 To act as the first point of contact in providing assistance / information in response to customers’ queries.

5.21 To undertake the topping-up stock levels within the restaurant area, taking care to use safe manual handling techniques and appropriate methods of stock rotation

5.22 To assist in checking and storing of deliveries to the department.

5.23 To attend training courses on and off the job to meet the above duties when required.

5.24 To complete Quality and Hygiene Monitoring control forms and records as required.

5.25 To maintain accurate and up to date records as required by Catering Management

5.26 To work in a safe manner ensuring that Health & Safety requirements are followed and having an overall awareness of department security and fire procedures.

5.27 To report all mechanical defects and needs for repairs to the relevant department following fault-reporting procedures.

5.28 To undertake extra duties, commensurate with the duties of this job description as directed by departmental managers.

5.29 To contribute to the department, ensuring the most efficient use of energy and utilities in the provision of the Catering Service

5.30 This job description is intended as a general guide and is not exhaustive.  It may be reviewed with the post holder depending on future requirements and service needs.

6.
HEALTH & SAFETY POLICY 

Employees must be aware of the responsibilities placed on them under the Health and Safety at Work act (1974), to ensure that the agreed safety procedures are carried out to maintain a safe environment for employees and visitors.

7.
DATA PROTECTION

This post has a confidential aspect.  If you are required to obtain, process and/or use information held on a computer or word processor you should do ‘It in a fair and lawful way’.  You should hold data only for the specific registered purpose and to use or disclose it in any way incompatible with such a purpose and ought to disclose data only to authorised persons or organisations as instructed.  Breaches of confidence in relation to data will result in disciplinary action, which may involve dismissal.

.
EQUAL OPPORTUNITIES

It is the aim of the Trust to ensure that no job applicant or employee receives less than favourable treatment on grounds of sex, marital status, race, colour, creed, relation, physical disability, mental health, learning difficulty, age or sexual orientation and is not placed at a disadvantage by conditions or requirements that cannot be shown to be justifiable.  To this end the Trust has an equal opportunities policy and it is for each employee to contribute to its success.

9.
NO SMOKING POLICY
The Hospital has promoted a No Smoking Policy as part of its responsibility for the provision of health.  You will be required to work within the framework of this policy.  Smoking is not permitted in offices.

10.
SECURITY

It is the responsibility of all employees to work within the security policies and procedures of the Whittington Hospital NHS Trust to protect the patients, staff and visitors and the property of the Trust.  The duty applies to the specific work area of the individual and the Hospital in general.  All staff are required to wear official identification badges.

11.
CONFIDENTIALITY
You are required to maintain confidentiality of any information concerning patients which you have access to or may be given in the course of your work, in accordance with current policy on confidentiality in the Whittington Hospital NHS Trust.

12.
METHOD OF PAYMENT
Payment of salary is made into account/building society account by direct bank system.   Details of a bank account or building society account will be required on the first day of work.  There is no facility for any other form of payment.

13.
CUSTOMER AWARENESS
The Whittington Hospital expects its employees to communicate with colleagues, patients and visitors in a polite and courteous manner at all times.

C Douglas

Patient Service Manager

(Catering)
November 2004
PERSON SPECIFICATION

POST TITLE/GRADE: Food Services Assistant (3)
	FACTORS
	ESSENTIAL
	DESIRABLE
	AF / INT / TST

	
	Essential
	Desirable

	SKILLS
	· Ability to use own initiative with minimum supervision

· Ability to work unsupervised

· Good communicator both verbal and written

· Capability to follow instructions

· Ability to work within set deadlines

· Ability to co-ordinate multiple tasks

· Cash Handling Experience

· Able to motivate team members
	· Previous customer care training 

· Understanding of what constitutes good customer service
	· 
	

	KNOWLEDGE
	· To be proactive and organized in day-day department / service operations

· Knowledge of food hygiene regulations

· Good customer care
	· Knowledge of how NHS operates

· Knowledge of hospital Catering Services

· Health and Safety at Work
	· 
	· 

	PREVIOUS EXPERIENCE
	· Previous experience working within a Catering environment

· Previous supervisory experience

· Understanding of Basic Food Hygiene principles, with the ability to attain Basic Food Hygiene Certification
	· NHS experience

· Working large scale food service unit
	· 
	· 

	QUALIFICATIONS (IF ANY)
	
	· Basic Food Hygiene qualification

· Health and Safety training
	
	· 

	PERSONAL QUALITIES
	· Flexibility

· Integrity and discretion

· Organised and methodical in approach to work 

· Good communication Skills

· Calm under pressure

· Team worker & leader
	· Creative

· Outgoing, friendly personality
	· 
	· 

	ANY OTHER FACTORS RELATING TO THE POST
	· Ability to build up good relationships with staff at all levels, especially internal customers
	· 
	· 
	· 


Assessment method = AF - Application Form
IVT - Interview

TST - Test

Signed:______________________________________________________
Job Title: Food Services Assistant 3

(Employee’s Name)

Date:____________________________________
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