
Job Description

	1. POST DETAILS

	Business Centre:
	Community Services

	Division:
	Day Centres 

	Post Number:
	E0607B

	Working Hours:
	25

	Grade:
	4

	Work Base:
	Flexible

	Prepared/Agreed by:
	Debra Mooney / Nicola Anderson

	Date:
	24/12/2024



	2. ORGANISATIONAL RELATIONSHIPS

	Reports to:
	Head Cook / Centre Manager / Deputy Manager

	Deputising Responsibility:
	Assumes full responsibility for the kitchen when Head Cook Absent

	Directly Supervises:
	Volunteers as required

	Indirectly Supervises:
	0



	3. JOB AIM AND PURPOSE (What is the job trying to do?)

	· To Assist the cook in the preparation, cooking and serving of food
· To be responsible for the planning, organising and supervising the preparation cooking and serving of food for visitors to the Day Centre in the absence of the cook in charge



	4. MAIN OBJECTIVES 


· To assist in the preparation and cooking of food under the direction of the cook
· To ensure all cooking equipment is cleaned to a pre-arranged schedule and after use
· To ensure that standards of safety and hygiene are always met
· To work with and assist volunteers in the kitchen

	5. MAIN DUTIES AND RESPONSILBITIES OF THE POST

FOOD PRODUCTION

· To assist in the preparation and cooking of food under the direction of the cook
· To ensure all cooking equipment is cleaned to a pre-arranged schedule and after use
· To ensure that standards of safety and hygiene are always met
· To work with and assist volunteers in the kitchen
	


ORGANISATION





	· Carry out the duties of the cook in cases of holiday or sick leave
· Prepare freshly made cakes and sandwiches for stocking the tea bar
· Undertake training as required
· Assist in another Centre kitchen if needed
· Assist in the provision of an Emergency Rest Centre in the event of a Civil Emergency





	General
The above is a record of the main duties and responsibilities of this post at a given date. The job may naturally change to meet the requirements of the service. If the changes are more significant your manager will discuss this with you.


































Person Specification
Please indicate whether the criteria are assessed against the application form, interview or assessment by using the letter indicated in the columns to the right.

	
	
Method of Assessment

	
	Essential (E) or Desirable (D)
	Application Form (AF)
	Interview (I)/ Assessment (A)

	Knowledge

Basic literacy and numeracy
	

E
	

√

	

√

	Food Hygiene Certificate
	D
	√
	

	First Aid
	D
	√
	

	Manual Handling

	D
	√
	

	Skills and Experience
	
	
	

	
	
	
	

	Experience of working in a fast-paced environment
Responsibility for key holding duties
	E
D

	√
√
	√

	Working in an environment related to, older people
Previous Kitchen experience
	D
E
	√
√
	
√

	Good communication skills
Experience of leading a team
Maintain accurate records
	E
D
D
	√
√
√
	√
√
√

	
	
	
	

	Training and Qualifications

City & Guilds OR NVQ equivalent 
	

D
	

√
	

	Other Requirements

Ability to undertake basic administration tasks
Flexible 
Punctual 


	

E
E
E
	

√
√
	

√

√



