THE WANDSORTH FEDERATION OF MAINTAINED NURSERY SCHOOLS

EASTWOOD NURSERY SCHOOL CENTRE FOR CHILDREN AND FAMILIES

JOB DESCRIPTION

Responsible to:  
Executive Headteacher
Accountable to: 
Day Nursery Manager



Deputy Headteacher




Team Leaders




Senior Admin Officer

Purpose of the Job
The Catering Assistant will be responsible for the day to day smooth running of the kitchen in compliance with relevant Health & Safety and Food Hygiene requirements.  This may include the handling of all foods within the setting and the preparation of dishes/food items for service.  The Catering Assistant will contribute to the overall ethos, work and aims of the Day Nursery and must possess the ability to work flexibly and as part of a team.  Punctuality, reliability and capacity for hard work are essential.   
Main Duties and Responsibilities
Cleaning and Hygiene
· To participate in the care and cleaning of the kitchen areas, dining areas and equipment as required.

· To assist with the maintenance of quality standards within the catering section.

· To undertake all aspects of cleaning, floors, fixtures and fittings, cooking utensils and cutlery as necessary.

· To put away the dining facilities – this includes, where appropriate, the placing and removal of the tables and chairs to and from the storage area and also with the cleaning of the area after service.

· To maintain a high standard of personal and general cleanliness and hygiene to comply with statutory and the Federation regulations to minimise any risk of infection.
· To implement regular and thorough cleaning programmes and keep accurate records of the same.

· To be responsible for and carry out laundry duties.
· To maintain an inventory of cleaning materials and raise orders for replenishment thereof as well as any other consumable items.
· To wear appropriate clothing/footwear for the role.

Catering
· To cooperate with the Day Nursery Manager (or deputies) with regard to compliance with all relevant food safety legislation, Health and Safety legislation and the procedures and regulations of the Federation.

· To contribute to the day-to-day smooth running of the kitchen.

· To prepare basic food and beverages, for examples, fruit, vegetables and snacks.

· To carry out simple cooking tasks, for example, constitution of prepared food.

· To transport food/meals to the appropriate location within the Day Nursery.

General
· To maintain records of missing or damaged items for the Day Nursery Manager (or deputies) to arrange for the items’ repair or replacement.

· To carry out COSHH regulations and instructions according to the data information contained within the Safety Data Sheets.

· To participate in the completion of all necessary records as required.

· To comply with all Health & Safety, Fire Regulations and other relevant Federation policies and procedures.

· To report immediately any accidents, fire, theft, loss, damage, unfit food or other irregularities and take such action as my be appropriate or possible.

· To be aware of the need for confidentiality.

· To have a positive and professional attitude and be highly meticulous and organised.

· To be willing to participate in training, other learning activities and meetings as required.

· To occasionally assist with special functions at the Day Nursery which may be outside of normal working hours.

· To have the ability to work as part of a team and escalate any problems/issues as necessary.

· To have the ability to organise and prioritise own workload and to work to tight deadlines.
SAFEGUARDING

· To be fully aware of and understand the duties and responsibilities arising from the Children Act 2004, Keeping Children Safe in Education and Working Together 2013 in relation to child protection and safeguarding children and young people as this applies to the worker’s role within the organisation.

· To be fully aware of the principles of safeguarding as they apply to vulnerable adults in relation to the worker’s role.

· To ensure that your line manager is made aware and kept fully informed of any concerns which you may have in relation to safeguarding and/or child protection

This job description sets out the main duties of the post holder. Such duties may vary from time to time without changing the general character of the post or the level of responsibility entailed.  Such variations are a common occurrence and cannot of themselves justify a re-grading of the post.
Person Specification


	
	Essential
	Desirable

	Education, Training & Qualification
	
	

	Food Preparation, Food Handling qualification
	
	x

	Previous Experience
	
	

	Experience of in a kitchen/catering setting
	x
	

	Experience of working as part of a team.
	x
	

	Experience of working with children 0-5
	
	x

	Skills & Competencies
	
	

	A working knowledge of the general operation of a nursery/school
	
	x

	Basic reading and writing skills, e.g. ability to complete basic forms e.g. temperature sheets, orders.
	x
	

	Basic numeracy skills
	x
	

	Basic Information Technology skills, e.g. emails
	x
	

	Effective communication skills with a range of people including children, parents and carers, colleagues, visitors and other professionals
	x
	

	Personal Attributes
	
	

	Ability to manage own time effectively
	X
	

	Commitment to following the Federation Safeguarding and Child Protection Policy and procedures ensuring that children’s welfare is paramount.
	x
	

	Ability to ensure that all duties and services provided are in accordance with the Federation’s Equal Opportunities policies
	x
	

	Good organisational skills
	x
	

	Positive attitude and a flexible approach to role.
	X
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