
 
 

 

Job Description 
 

Title of Post Catering Assistant 
 

Responsible to Catering Manager and Headteacher  
 

Liaison with Other Catering staff, suppliers, Teaching staff, support staff, Headteacher, 
students. 
 

Purpose of Job To assist, as directed, with all aspects of the preparation of food and beverages to 
the standards required by the school. 
 
To be committed to the safeguarding of students 
 

Duties • To participate in the production of food items in line with the day’s menu or 
with batch baking where appropriate.  

• To participate in the care and the cleaning of the kitchen areas, dining room 
and equipment as required.  

• To talk to the students, staff & visitors as appropriate – in order to guide their 
choice of menu items and increase awareness of foods. 

• To assist with the maintenance of quality standards within the catering 
department.  

• To adhere to the cook-safe management system to all the house rules & critical 
control points.  

• To wash all equipment, both kitchen and service items.  

• To participate in the completion of all necessary records as required. 

• To cooperate with the Catering Manager with regard to compliance with all 
food safety legislation relating to the catering industry. 

• To wear appropriate clothing as required by the Catering Manager.  

• Serving customers at the counter/hatch or from a trolley or kiosk as required. 

• To undertake all aspects of cleaning equipment (light and heavy), walls (up to 
6ft.) floors, fixtures and fittings, cooking utensils, cutlery, glassware etc. as 
directed. 

• During service times, to ensure that tables and counters are as clean as 
reasonably practicable and adequately stocked. 

• To maintain a high standard of personal and general cleanliness and hygiene to 
comply with statutory and school regulations. 

• To attend meetings as required. 

• Occasionally, to assist with special functions at the school which may be 
outside of normal working hours. 

• To report any customer comments or complaints and take any necessary 
remedial action if appropriate. 

• Report immediately any accidents, fire, theft, loss, damage, unfit food or other 
irregularities and take such action as may be appropriate or possible. 

• The duties above are neither exclusive nor exhaustive and the post holder may 



 
 

be required by the Headteacher to carry out appropriate duties within the 
context of the job, skills and grade.  
 

General  
 
 
 
 

 

• To undertake any training commensurate with the post. 

• To participate in the performance and development review process, taking 
personal responsibility for identification of learning, development and training 
opportunities in discussion with line manager. 

• To support and encourage the school’s ethos and values, policies and 
procedures as agreed by the governing body. 

• To comply with individual responsibilities, in accordance with the role, for 
health and safety in the workplace. 

• Be responsible and to comply with the school’s procedures concerning 
safeguarding and to make sure that training is accessed. 

• Have due regard for safeguarding and promoting the welfare of students and 
young people and to follow the child protection and safeguarding procedures 
and the school’s safeguarding policy. 

• To comply with and actively implement the school’s policies regarding Health & 
Safety, Equal Opportunities, Behaviour Management and GDPR. 

• To uphold the school’s Staff Code of Conduct and policies in of respect Equal 
Opportunities as well as GDPR. 

• The Governing Body is committed to safeguarding and promoting the welfare 
of students and young people and expects all staff and volunteers to share in 
this commitment by complying with policies and procedures relating to child 
protection and safeguarding.  Any concerns of a safeguarding nature should be 
reported to the appropriate person in order to maintain a safe and secure 
learning environment for all students and staff. 
 

Confidentiality • Some of the work undertaken within the school is of a highly confidential 
nature.  The post holder must at all time maintain confidentiality 
 

Pension • The post holder will be auto-enrolled onto the Pension Scheme, with the 
option to opt out if requested 

 


