	
HALO
	Job Description


	Job Title: Bar & Catering Assistant

Department:  All sites
	Post No: PLC231G

	Grade: Hc3
SCP: 10 - 13

	Disclosure Type:

Enhanced

	Responsible to: 

Centre Management, through Bar and Catering Supervisors.

Functional links with:

Suppliers, contractors, Halo employees.



	Main Purpose of Job:

To assist the Food and Beverage Manager, under the direction of the Bar and Catering Supervisors, with all bar, catering, vending and associated catering services in order to promote and maintain a high degree of customer care and quality.



	Main Duties and Responsibilities:

To be responsible for ensuring that all areas are maintained to a high standard of hygiene and cleanliness, and that they all comply with food safety and liquor legislation.

To produce high standards of preparation, products and customer care, whilst actively promoting the bar and catering services that are available


Job Activity

· Restocking, maintenance, cleanliness and operation of the catering, vending and bar equipment.

· Helping to prepare, cook and serve menu items.

· Assisting in the bar service and food preparation and service at special functions.

· Achieve and maintain high standards of food hygiene, cleanliness and presentation.

· To assist the Food and Beverage Manager with regular stocktaking and correct keeping of goods, orders received, returns, sold, written off and any other such records that are required to be kept.

· To be responsible when on duty for ensuring cash control procedures are in compliance with laid down regulations.

· To be responsible for administration relating to the bar & catering operation, including the checking and recording of goods, the correct co-ordination of orders, delivery notes and invoices.

· To liase with customers in order to promote sales of the operation in a progressive balanced way whilst maintaining good public relations.

· To adhere to and apply all current legislation on Food Safety, hygiene, Health and Safety and licensing as directed by the Food and Beverage Manager.

· Other appropriate duties as allocated by the Food and Beverage Manager.

· The salary of the post is fully inclusive of all hours worked.

· The postholder may at times, under the direction of the Food and Beverage Manager be allocated duties at other halo catering units.

· Hours worked on a rota basis Inc days, evenings & weekends.

This job Description covers the main duties and responsibilities of the job. Other activities commensurate with this Job Description may from time to time be undertaken by the Job Holder


	Job Holder Name:

Job Holder Signature:

Date:
	Line Manager Name:

Line Manager Signature:

Date:




	
HALO
	Person Specification


	
	ESSENTIAL
	DESIRABLE
	METHOD OF

ASSESSMENT

	Experience


	Dealing directly with the public in a service environment.

Maintaining high standards of food and drink hygiene.

Work in a pressured environment, whilst maintaining quality operations.

Maintain good working relationships as a member of the team.


	The post holder must be able to demonstrate the ability to: -

Respond to change whilst operating within a commercial environment.

Previous catering experience.
	Application Form. Questioning

Interview

	Qualifications

	
	Formal catering qualification.

Food hygiene qualification.


	Application Form.

Certificates.

Courses taken.

	Training


	
	HACCP

Customer Care, Manual Handling, C.O.S.H.H, General Health and Safety Training, Food Hygiene.

Basic knowledge of licensing legislation


	Application Form.

Past training schedule

Certificates.

	Skills and Abilities
	Good oral communication skills. The confidence to feel relaxed when dealing with the general public. The ability to work as part of a busy, hardworking, progressive team.

The ability to work in a pressurised environment.


	Basic food preparation, cookery and presentation skills.
	Interview

References

Questioning

	Other Factors


	A flexible attitude to hours of work – must be able to work evenings and weekends. Involves working late evenings for events.

To be of smart appearance


	
	Interview

Questioning
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