GLOUCESTERSHIRE HOSPITALS NHS FOUNDATION TRUST

JOB TITLE:
GENERAL CATERING ASSISTANT – BANK 
GRADE:



ASC

LOCATION:


GLOUCESTERSHIRE ROYAL HOSPITALS
RESPONSIBLE TO:

CATERING SUPERVISORS

ACCOUNTABLE TO:

CATERING MANAGER

ORGANISATION CHART:






Duty Supervisor






Section Supervisor 






General Catering Assistant Bank

Job Purpose:
To undertake a core range of duties required within catering services.

Dimensions
There is no budgetary or supervisory responsibility attached to this post.

Knowledge, Skills and Experience
· To hold or be prepared to acquire the Basic Food Hygiene Certificate.

· To have a basic knowledge of Health & Safety policies/procedures, ie 

COSHH, Manual Handling, etc.

· To be able to work on own initiative or as part of a team.

· To have good communication skills.

· It would be desirable to have previous experience of working in a 

Catering or Retail environment.

· To be customer/patient focused.

· To be numerate and literate.

· To be physically fit.

· Proud about appearance, presents professional image.

· Desirable to have previous knowledge and experience of handling cash

JOB DESCRIPTIONS/GRH

GENERAL CATERING ASSISTANT
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Key Result Area
1
To provide patients, staff and visitors with an efficient and timely food 

and beverage service in a polite and courteous manner in order to achieve the high standard of service customers would expect.

2        To ensure vending machines are cleaned and filled according to agreed merchandising plans, operators to ensure that stock is rotated or replaced to avoid out of date stock.

3
To wash up cutlery, crockery, utensils, equipment and containers, 


ensuring a clean and safe food and beverage service is available at all 


times.

4
To undertake general cleaning duties within catering department and


associated areas, following safe systems of work and achieving agreed


standards.

5
To follow departmental instructions for safe working practices within the 


department and ward service points and to advise management of 


faults or hazards with equipment or in working practices so action can 


be taken.

6         To be responsible for the process of the Ward based catering services including meal regeneration. preparation for service, portioning and presentation of meals, checking for Special Diets and liasing with nursing staff to ensure high standards are achieved consistently.


7
To assist in the setting up and clearing down of central plating area.  


The dishing up of patients meals, ensuring the portioning and

 presentation are in line with departmental standards, ie meals for 

special diets are correct according to menu cards or instructions from 

diet cook or Head Chef.

8
In co-ordination with the Stores Supervisor the receipting, storage, issuing, distribution and security of all food, alcohol, non-food stocks for the Catering Department, ensuring deliveries are correct and meet the relevant Food Hygiene Legislation.

9
Effectively deal with any enquiries or requests from sections within the Catering Department and Ward areas in a professional manner, highlighting problems to the Stores Supervisor or Deputy Catering Manager where appropriate.
10
To co-operate with other members of staff to ensure the efficient and


safe operation of the department.

11
To assist in the dispatch and delivery of meals for patients, visitors


and staff and collection of meal trolleys from Ward areas.

12
To be responsible for basic food preparation as directed by Production


Supervisor.

13
To be responsible for the collection and disposal of waste from one’s 


own specific work area.

14
To operate cash register in the dining room and Redwood House and take cash during sandwich round, ensuring that agreed procedures are 


followed.

15
To report to a supervisor any accident/incident immediately it occurs.

16
To maintain a clean, tidy and professional appearance.

17
To observe the correct use and care of equipment, reporting any


damage, malfunction or maintenance requirements to a supervisor.

18
To observe and comply with all elements of personal hygiene with 


regard to the Food Safety Act and Regulations.

19
To attend any training courses identified as relevant to the post or in


an effort to assist personal development.

20
To comply with all Trust Policies, Procedures and initiatives, in  


particular the ‘Assured Safe Catering’ document.

21
To ensure that where appropriate all stock is rotated so that, on all


occasions, older stock is used first.

22
Where appropriate to ensure the security of cash takings whilst at the


same time not putting oneself at risk.

23 To accurately complete basic departmental documentation to meet    requirements of Food Hygiene, Health and Safety and Financial controls.

Working Conditions 
Working in kitchen and restaurant areas will involve:

· Hot and humid conditions.

· Exposure to low temperatures in walk-in fridges and freezers.

· Work equipment that work at extremely high temperatures, including

naked flames, steam and may have sharp blades and moving 

parts.

JOB DESCRIPTIONS/AGENDA FOR CHANGE

GENERAL CATERING ASSISTANT COLD PRODUCTION(CGH)

SEPTEMBER 2004

· Floor surfaces may have spillages of food and liquids increasing the 

Risk of slips, trips and falls.

· Use of cleaning chemicals during cleaning process.

· Handling and security of cash from retail outlets.

·  Possibly working on own while working in Redwood House and on the sandwich round.

· Movement of stores and meals to outside units requiring the use of 

protective clothing.

· Working in cramped or restricted areas when cleaning under or inside

           production equipment, service counters or dishwashers.

· Sharp knives.

· Handling cooked foods, salads and sandwiches.

Physical Effort 

· Staff are required to be on their feet for the majority of the shift, only 

sitting down during rest periods.  This can involve walking between 

service areas several times a day.

· Staff are required to work to agreed deadlines for plating and service 

of patients’ meals or opening of retail outlets.  This puts considerable 

pressure on individuals to ensure their element of service is timely.

· Work can be frequently repetitive with the plating of meals and the 

washing up process.

· Staff are frequently required to lift and move items within the 

department during washing up, plating of meals, cleaning and stocking 

up retail areas.  Weights can exceed 5 kg.  

· Staff are required to frequently move stock in excess of 15 kg, with the 

aid of a trolley, around the production and retail areas.

· Machine or hand mop floor areas.

· Cleaning of walls.

· Deep cleaning of production equipment, meal delivery carts and retail

outlets.

· Staff involved with retail outlets or direct ward services require the skills

to serve staff, visitors and patients and, in some cases, deal with 

complaints.

Staff may be asked to work on their own in Redwood House or on the sandwich round and thus have the responsibility and worry of handling cash and the security of stock.

Assessment of Work
Punctuality and regular attendance.

Good interaction with customers and colleagues.

Consistent achievement of main duties supported by internal and external documentation.

Supporting Documents
Hygiene, Health & Safety Audits, Departmental Quality Assurance Audits, Food Costings, EHO Reports, Infection Control Reports, Customer Complaints, Compliments.

Health and Safety

Your attention is drawn to the Health and Safety at Work Act 1974 which requires you to:

Take reasonable care for the health and safety of yourself and others who may be affected by your acts or omissions at work and

To co-operate with the Trust on any matters of Health and Safety.

You are required to acquaint yourself with, and comply and at all times with, Trust Policies governing Health and Safety at Work.  In particular you must ensure that any accidents/incidents are reported accurately in accordance with the Trust’s Procedures.

Your responsible office and/or the Personnel Department hold copies of the Policies and Procedures.

Confidential Information
In the course of your employment, you may have access to, see or hear confidential information concerning the medical or personal affairs of patients and/or staff or other Health Service business.  Unless action on the instruction 

of an authorised officer, on no account must such information be divulged or discussed except in the performance of normal duties.  Breaches of confidence, including improper passing or registered data, will result in disciplinary action which may lead to dismissal.  You should also be aware that, regardless of any action taken by your employing authority, a breach of confidence could result in civil action for damages.

In addition, records – including VDU screens and computer print outs of registered data – must never be left in such a manner that any unauthorised persons can obtain them.  Written records must either be destroyed or retained in safe custody when no longer required.  VDU screens should always be cleared when unattended.

Smoking

Smoking is only allowed in designated areas.

Communications and Working Relationships
Internal


External

Members of Staff

Patients and Visitors





Member of the Public

I accept the above Job Description

Job Holder’s Signature 
………………………………



Date
………………………………
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