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Job Outline
	Post:			
	Catering Assistant 

	Location:
	Northern Meeting Park – The Meeting Place Café

	Hours:
	20 hours per week

	Duration:
	Permanent

	Cluster:
	Place

	Grade:
	 HC02 £14,352 - £14,508 p.a.

	Contact Name:
	Caroline Ratcliffe 

	Contact email:
	Caroline.ratcliffe@highland.gov.uk 



Job Purpose
To assist in the delivery of an efficient and customer-focused café service, undertaking food preparation, food and beverage service, cleaning, cash handling and associated administrative duties.
The post holder will be responsible for food preparation, food and beverage service, cleaning and maintenance of catering equipment and facilities, handling and reconciliation of Highland Council monies, and supporting the delivery of a high-quality café service.
The post holder will contribute to maintaining high standards of food quality, presentation, customer care, health and safety, COSHH and food hygiene compliance, whilst promoting sales and supporting the development of café products and services.

Job Description – Key Duties and Responsibilities
1. Ensuring that all duties are carried out in accordance with Highland Council policies, service procedures and operational instructions.

2. To ensure high standards of hygiene and operational practises are carried out in compliance with Health & Safety, COSHH and Food Safety Regulations.

3. Deliver a welcoming, professional and efficient customer service, creating a positive experience for all customers using the café.

4. Assist in the maintenance of food stocks, storage and rotation.

5. Assist with the purchasing of supplies including the use of the Council’s e procurement system.

6. Prepare and serve a range of basic breakfast, lunch and refreshment items in accordance with standard recipes, portion controls and service requirements.

7. Serve hot and cold beverages and food items, maintaining high standards of presentation, quality and consistency.
8. Assist in the display, replenishment and merchandising of food and beverage products to maximise sales opportunities and enhance the customer experience.
9. Handle customer transactions accurately using cash handling and electronic payment systems, ensuring all Highland Council monies are processed, recorded and secured in accordance with procedures.
10. Undertake daily reconciliation of takings and complete associated records and documentation accurately and within required timescales.
11. Carry out regular cleaning of food preparation areas, customer areas, equipment, utensils and catering facilities to maintain a safe and pleasant environment. Wash and sanitise crockery, cutlery, utensils and catering equipment using approved methods and equipment.
12. Assist in the receipt, storage, stock rotation and monitoring of food, beverages and consumable supplies in accordance with food safety requirements.
13. Assist in monitoring stock levels and notify the appropriate manager of replenishment requirements.
14. Ensure waste is segregated and disposed of appropriately, supporting recycling and sustainability initiatives where applicable. 
15. Undertake manual handling duties associated with deliveries, stock movement and storage in accordance with safe working practices. 
16. Maintain accurate records and complete documentation required for operational, audit, food safety and cash handling purposes.
17. Work effectively as part of the café team, providing support and guidance to new employees where required. This post does not include formal supervisory responsibility. 
18. Attend training and development activities required to meet operational, legislative and corporate requirements. 
Other Duties
The postholder may be required to undertake any other duties appropriate to the level of the post. 
Duties and responsibilities will vary from time to time. 

Person Specification
Essential Attributes
In order to be able to carry out the duties of this post effectively and safely, candidates will be able to provide evidence of the following:
	1.
	Experience of providing excellent customer service in a customer-facing environment communicating effectively and courteously with customers, colleagues and visitors.

	2.
	Ability to prepare and serve food and beverages in accordance with established procedures and standards.

	3.
	Knowledge of good personal hygiene and food handling practices.

	4.
	Ability to handle cash and electronic payments accurately, including basic reconciliation procedures.

	5.
	Ability to work effectively as part of a team and contribute positively to a shared working environment.

	6.
	Ability to work in a busy and changing environment, remaining calm and organised during peak service periods.

	7.
	Understanding of the importance of Health & Safety, Food Safety and COSHH requirements within a catering environment.

	8.
	Ability to undertake cleaning duties and maintain high standards of cleanliness and presentation throughout food preparation and customer areas.

	9.
	Willingness to undertake training and development relevant to the post.

	10.
	Commitment to delivering a high-quality customer experience and contributing to the success of the café operation.


Ideal Attributes
Ideally you will be able to provide evidence of the following:
	1.
	Elementary Food Hygiene Certificate or similar qualification

	2.
	Previous experience working in a café, catering, hospitality or food service environment.

	3.
	Customer Care qualification or relevant customer service experience.

	4.
	Experience of promoting products, upselling, or contributing ideas for menu development and service improvements.

	5.
	Basic IT skills and willingness to use digital systems and training platforms.

	6.
	Experience of operating commercial coffee equipment and preparing barista-style beverages to a consistent standard.



Health and Safety
Health & Safety is an integral part of any role within the Highland Council.  As such we would expect that all employees:
· Become familiar with Violent Incident and Accident reporting procedures and comply with them.

· Undertake a continual program of Risk Assessment in relation to their role within Highland Council.

· Have an understanding of the importance of Health and Safety in the workplace and familiarise themselves with the Highland Council’s Health & Safety Procedures.
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