CHRISTHURCH HOUSING SOCIETY
35 Stour Road, Christchurch Dorset BH23 1PP


JOB DESCRIPTION: ASSISTANT COOK – GREYSTONES HALL

	VALUES BASED JOB DESCRIPTION AND PERSON SPECIFICATION

	
JOB TITLE:
	
Assistant Cook


	
REPORTS TO:
	
Cook


	
JOB OVERVIEW: 
(Note: In addition to these functions, employees are required to carry out such duties as may reasonably be required)

	
Prepare all food stuff, as directed by Cook.  Assist and execute various kitchen duties such as ensuring cleaning schedules are adhered to.  Assist in preparation and serving of all meals, in a timely manner.  Liaise with and support Cook to promote the lunch club and to provide a warm and welcoming environment.


	
LOCATION:


	
Greystones Hall, Highcliffe (Christchurch Housing Society), but you may be required to work from other locations at the discretion of the company and with appropriate notice.





	RESPONSIBILITIES AND DUTIES OF THE JOB

	

ROLE SPECIFIC DUTIES:

	
Under the supervision of Cook, assist in identifying items to be ordered to ensure enough levels of supplies for catering operation from specified suppliers, using Greystones Hall (Christchurch Housing Society) procedures.  Operate an efficient stock control system.  Ensure equipment supplied is used with care, in accordance with suppliers’ instructions and training.  Ensure all equipment is in good working order and report any faults immediately.  Do not use any machine if dangerous.  Prepare food items under the guidance of Cook.  Support the delivery and serving of food, if required.  Be responsible for understanding Health and Safety requirements.  Be clean, hygienic and well presented at all times.  Any incidents or accidents to be reported to Cook, and appropriately recorded and actioned.  

	
WORKING WITH OTHERS:

	
Develop effective working relationships with other employees within the service.  Work with Cook in a positive way and be proactive in identifying duties that need to be completed. Be polite and respectful in any communication.

	
LEADING BY EXAMPLE:

	
Seek opportunities for personal and professional growth.  


	
PERSONABLE RESPONSIBILITIES:
	
Take responsibility for your own professional development through performance and development reviews and undertake any relevant training. Be responsible for understanding Health and Safety requirements of the role.  Understand and follow any relevant risk assessments. 







PERSON SPECIFICATION


	SPECIFIC REQUIREMENT FOR QUALIFICATIONS
	ESSENTIAL
	DESIRABLE

	
Approved Elementary Food Hygiene certificate

	
	




	SPECIFIC REQUIREMENT FOR SKILLS
	ESSENTIAL
	DESIRABLE

	
PROFICIENT WRITTEN SKILLS
Ensure accurate, legible records are kept.  Ensure compliance with statutory and Greystones Hall (Christchurch Housing Society) requirements on food hygiene, storage and temperature control.
	
	

	
COMMUNICATION SKILLS
Good English, written and verbal.  Regularly seek feedback from people and communicate their views to Cook.  
	
	

	
BUDGETARY SKILLS
Manage waste effectively
	
	


												

	SPECIFIC REQUIREMENT FOR PREVIOUS EXPERIENCE
	ESSENTIAL
	DESIRABLE

	
Previous experience of working in a similar environment

	
	

	
Knowledge of health and safety and personal responsibility

	
	

	
Experience of working as part of a team and of delivering items to deadlines

	
	

	
Experience of working with kitchen equipment and appliances and understanding the risks involved

	
	




VALUE-BASED PERSONAL QUALITIES


	
WORKING TOGETHER
	
Work as a team.  Speak up when things go wrong.


	
EVERYBODY COUNTS

	
Ensuring no one is discriminated against or excluded.  

	
COMPASSION

	
Treating people with kindness.  Understanding the importance of empathy in all areas of employment.  Understanding the values of others and always providing a caring service. 

	

IMPROVING LIVES

	
Focus on how things could be done better and sharing ideas.  Understanding of wellbeing and what is important to people using the service.  Improving outcomes for people.  Ensuring appropriate services are provided for people using the services.




2

