EDINBURGH COLLEGE

JOB DESCRIPTION

POST:



COUNTER ASSISTANT 

RESPONSIBLE TO:
CATERING MANAGER
PURPOSE OF JOB:
To deliver an efficient and customer friendly service. To assist other Technical/kitchen assistants and associated teaching staff in maintaining all facilities required for high teaching standards and to help ensure all practical areas and equipment are kept in a safe and clean condition.
MAJOR TASKS / JOB ACTIVITIES

· To comply with the Heath and Safety at Work Act and to make the Catering Manager/Operations Team Leader aware of any potential safety hazard

· To assist the Catering Manager in the provision of materials and equipment for student courses

· To promote and deliver the highest levels of customer service and satisfaction.

· To serve all food to specification as set by the Catering Manager.

· To handle cash as set out in the guidelines.

· To assist in any area of Food Production as the workload dictates.

· To carry out general housekeeping duties i.e. The cleaning of the practical areas including the Food Service area, all machines and equipment, the removal of waste and the upkeep and appearance of machines and equipment

· To comply with Health and Safety legislation and to act as a member if the College’s Health and Safety Team, where appropriate. To complete HACCP records when required.

· To consult with and give assistance to staff and students in the use of equipment and apparatus for demonstration and practical work.

· To assist with the maintenance of stock levels including receipt, issue, storage, stocktaking and recording of equipment and materials.

· To assist in the routine maintenance / servicing and repair of equipment, apparatus and instruments

· To maintain the security of work areas and their contents

· To assist in the training and supervision of any work experience students.

· To assist other relevant staff in using equipment, maintaining records and standards.

General

The above outline of major tasks and activities and areas of responsibility is not exhaustive. Postholders are expected to carry out activities within their ability/experience and within the overall remit and spirit of the post.
The postholder contacts:

· Teaching staff in the provision of the service.

· Students in the provision of the service.

· Administrative and other support staff relating to the provision of support services.

The job description may be subject to change as the post develops. 

RECRUITMENT & SELECTION - PERSON SPECIFICATION

POST TITLE: COUNTER ASSISTANT 
	
	Essential
	Desirable
	Added Value
	Evidence
	Selection Activity

	Qualifications
	The level of qualification is not as important as the extent of the individual’s experience

· It may be necessary to hold a basic Heath & Hygiene certificate


	· HNC/ SVQ Level 2 or other relevant qualification in appropriate discipline


	· Relevant PDA units

· Basic computer skills

· People skills
	· App form / Certificates


	· N/a



	Experience


	· relevant industrial experience 

· Experience of providing advice and information

· Experience of record keeping systems and procedures

· Experience in cash handling


	
	
	· Candidates should be able to demonstrate and/ or provide evidence of their experience, knowledge, skills and personal attributes.
	· The nature/type of experience, skill, knowledge, attribute required will determine the selection activity. Candidates may expect some or all of the following:

· Interview

· Written exercise

· Practical exercise

· Case study

· Group exercise



	Knowledge


	· Knowledge of the customer services environment


	· Knowledge of office systems and procedures, excel  and stock take.

	· Basic knowledge of Health & Safety principles


	· See above
	· See above

	Skills


	· Ability to deliver high levels of customer care.

· Excellent interpersonal skills

· Good written communication and numeracy skills. 

· Good oral communication skills 

· Appropriate ICT skills


	
	
	· See above
	· See above

	Personal Attributes


	· Ability to work on own initiative and to prioritise workload

· Ability to work flexibly and respond to change

· Ability to interact with staff at various levels.

· Ability to interact with people with wide range of needs and abilities.


	
	
	· See above
	· See above

	Special Circumstances


	· Working arrangements may not be restricted to sessional working. 


	Current full driving licence
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