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Edgeborough 
Headmaster: Mr D Thornburn 

 

JOB TITLE:   Catering Assistant 

REPORTS TO:  Head Chef  

JOB PURPOSE 

The Catering Assistant’s role is to help deliver a quality catering service in line with health, safety and 
hygiene requirements. Responsibilities will include assisting with preparing food, and running a 
smooth food service during the school day ensuring staff and pupils are served in a polite and friendly 
manner.    
 
PRINCIPAL RESPONSIBILITIES 
 
1. Food Preparation 

 

 Assist with the preparation of school meals 

 Prepare morning and afternoon snacks for the whole school 

 Prepare fresh fruit pots for lunch and supper. 

 Make sandwiches for after school clubs, match tea’s, meetings 

 To deliver nursery lunch to appropriate building 

 Assist Head Chef in order for food to be out on time and ready to serve (food should be ready 
10 minutes before any event whether that be lunch, match teas, supper) 

 Making sure that methods of food preparation and presentation are to the schools’ standards 
and allergens and dietary requirements are carefully followed. 

 To avoid unnecessary wastage, to observe correct portion planning and act in a cost effective 
and responsible manner. 
 
 

2. Cleaning and Clearing 
 

 Washing down work station after every use. 

 Washing down trolleys after every use. 

 Keeping floors clean and slip free 

 Helping clear down servery 
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 Ensure that all areas under your control are left clean and tidy at all times but especially at the 
end of your shift 

 To assist with deep cleans at the end and beginning of term 
 

3. Health & Safety 

 Ensure any spillages or breakages that could constitute a risk to health and safety are cleared up 
and made safe straight away   

 Be aware of children’s allergies  

 Comply with all relevant H&S policies, e.g. manual handling, food hygiene, COSHH, etc. 

 Ensure any hazardous substances (including kitchen knives, cleaning chemicals/materials, oven 
lighters, etc) are stored safely and appropriately and are only accessible to appropriate 
members of staff 

 Appropriate personal protective equipment (PPE) should be used whenever relevant and will 
be provided by the school 

 Be vigilant at all times with respect to risks to the health and safety of those using the school 
site and how such risks can be minimised.  Inform the Head Chef/Dining room supervisor of 
any H&S hazards identified 

 Ensure a high standard of personal and general cleanliness and hygiene and maintain a 
professional appearance  
 

4. Miscellaneous 

 Working an occasional Saturday (approx. 2.5hrs) serving teas (rota)  

 Demonstrate a professional, courteous and friendly attitude towards customers and work 
colleagues at all times 

 To attend meetings as and when required. 

 To help out in washup or help with front of house duties if necessary 

 The Catering Assistant’s role is a wide-ranging and varied one.  This job description is not 
intended to provide an exhaustive list of the tasks it might encompass and the job holder should 
carry out any reasonable task requested by the Head Chef or Dining Room Supervisor. 
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WORK CONTEXT 
 

 Working in a school requires the highest standards of conduct at all times. 

 All staff are required to undergo an enhanced criminal records (DBS) check before they start 
work.   

 This is a job that requires physical effort (e.g. moving tables, lifting food trays, buckets) and 
involves some outdoor working.  An appropriate level of physical fitness is essential.   

 The Catering Assistant must be able to work well as part of a team, collaborating with and assisting 
the other members of the catering team. 

 
HOURS AND HOLIDAYS 
 

 Normal working hours are Monday to Friday 8am to 2pm although some flexibility will be 
required at busy times.  At certain times of the year there are evening/weekend events which the 
Catering Assistant will be required to help with.  

 Catering staff generally work during school terms plus a few days before and after terms for 
cleaning, training, etc. so 36-38 working weeks per annum. 

 There are also some residential lettings during the school holidays and the jobholder will be 
expected to work during these times.  There is a regular 3 day shift during the Easter holidays and a 
further 5/10 day shift during the summer holidays.  

 Further work is available during the holidays (Summer Camp cleaning).  

 Statutory paid holiday entitlement, i.e. 20 days + 8 days bank holidays, pro-rata for number of 
weeks worked.  Therefore, staff working 38 weeks (term time + cleaning/training days) are 
entitled to 22.5 days paid holiday, to be taken during the school holidays. 

 
 
PERSON SPECIFICATION 
 
Education, Training and Work Qualifications 

 Basic general education including reasonable literacy and numeracy 

 Previous experience of working in a catering environment is desirable 

 Previous experience of working in a school environment is desirable 

 Level 2 food safety certificate desirable 

 Willingness to undertake further training and learn new skills 
 
 
Personal Qualities 

 Reliability is essential 

 Must be enthusiastic and have a positive ‘can do’ attitude to the varying demands of the role  

 Must enjoy working as part of a team, be adaptable and supportive of colleagues 

 Good communication skills and the ability to develop good working relationships are important 

 The jobholder should take a pride in completing their work to a high standard / be quality driven   

 Must behave and dress in a manner appropriate to the presence of young children 
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 Ability to organise time and prioritise work load 

 Willing to cover staff absences, or work extra hours at short notice 
 
 
 
Other Requirements 

 Good understanding of English, spoken and written 

 Full UK driving licence essential, as own transport required 

 Physical ability to carry out the work 
 
 
 
Edgeborough School is committed to safeguarding and promoting the welfare of children and young people. Applicants must 

be willing to undergo child protection screening, including checks with past employers and the Disclosure and Barring 

Service. All candidates must use the School’s application form.  

 

Please complete the application form and forward to:  Sue Wright, Domestic Bursar, Edgeborough 

School, 84 Frensham Road, Frensham, Farnham, Surrey GU10 3AH or email suew@edgeborough.co.uk  

mailto:suew@edgeborough.co.uk

