October 2011

VISION 21 - Cyfle Cymru

                               
JOB DESCRIPTION
Pen Rhos Extra Care Scheme, Caerphilly. 
Part Time Catering Assistant
This post requires flexibility and capacity to work as required to achieve Vision 21 Cyfle Cymru’s overall aims and objectives.

This can only be achieved through treating everyone fairly, being open and honest, working in partnership and changing to improve. It is vital that every member of staff gains understanding of, and engagement in, the significance and relevance of our values and behaviours towards being the best local provider of vocational training and work experience for people with learning disabilities. 

 
Responsible to:

Project Coordinator / Project Instructor
Salary:  


£6.20 per hour
Hours: Flexible (67.5 hours per month, working a minimum of 15 hours      per week) 
 
 
MAIN RESPONSIBILITIES: To assist the staff with the provision of good quality food and customer service at the Pen Rhos Extra Care Scheme ensuring that the highest standards are maintained at all times.  
GENERAL RESPONSIBILITIES:

· To ensure that the highest levels of service and courtesy are provided to all our customers at all times.
· The preparation of food and refreshments, following best practice food hygiene guidelines.


· To comply with vision 21’s procedures with regard to the security of cash and stock.


· Ensure good housekeeping and safe working practices are maintained at all times in line with Vision 21’s Health and Safety policy.


· To ensure that standards of dress, behaviour and personal presentation are compatible with Vision 21’s desired public image.


· To maintain Vision 21’s hygiene standards complying with agreed cleaning schedules.

· To assist in the maintenance of adequate stock levels at all times paying particular attention to stock rotation, merchandising and displays.

· To undertake training and development as required to meet personal, business and development needs.

· To work together with other staff ensuring the best possible experience for all our visitors and customers.
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Person specification for the post of:
 
Part Time Catering Assistant
Essential Criteria:

· A minimum of 12 months experience in a catering environment, to include food preparation and cooking.
· Good Communication skills

· Reliability and flexibility

· The ability to work as part of a team

· A customer focused approach to visitors

· Initiative and enthusiasm

· Experience of handling cash

· An understanding of Health & Safety issues

Key Competencies Please refer to Vision 21 Cyfle Cymru’s ‘Competency Framework’ for details of the competencies required at each level).
· Team Building


level 1 competencies apply

· Leadership & Management
level 1 competencies apply

· Organisation Skills

level 1 competencies apply

Desirable Criteria:
· A qualification in food hygiene

· Knowledge and or experience of working with people with a learning disability

