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POST TITLE:

Kitchen Porter
DEPARTMENT:
Catering

 
REPORTS TO:

Catering Controller
LINE MANAGER:
Chief Executive
DATE COMPILED:
July 2022
GENERAL

The post holder will undertake assigned duties and responsibilities effectively and efficiently, ensuring that all actions are discharged within the regulatory and legislative requirements to which the College is subject, and: -
· with full regard for the College’s equality and diversity, health and safety, safeguarding children & young people, Prevent Duty and British Values requirements;

· to achieve individual and team targets assigned through the College’s annual planning and staff appraisal processes;

· subject to the Trust’s approved strategies, policies and procedures.

· any breach of confidentiality in relation to the sensitive information, College staff or learners, is considered a dismissible offence.

This job description sets out the duties anticipated of the post at the time of preparation.  Managers may vary these as the role evolves.  Consultation with the post holder will take place before changes are made to the duties and responsibilities.  This job description will be subject to annual review as part of the staff appraisal process.

ROLE & RESPONSIBILITIES

To assist in providing quality seasonal food in a contemporary style in line with the NHC Healthy Eating Policy whilst maintaining all standards of quality, food hygiene and health and safety. Working to provide high standards of customer service. To work 25 hours per week on a shift basis as required by the business.  
MAIN DUTIES
1.
Food Production
1.1
To assist the chefs to prepare and, where necessary, serve all food to the highest standard and in line with the NHC Framework. 

1.2
To assist the chef to produce food in a timely fashion to ensure smooth service to the learners, staff, and customers.  

1.4
To ensure that food preparation duties are carried out efficiently to minimise wastage of ingredients while ensuring quality and food safety standards are maintained. 
1.5
To assist in developing and producing new service styles and food concepts. 

2.
Kitchen Duties
2.1
Clean all utensils, crockery and cutlery during food preparation and following service as required.  

2.2
Use and handle crockery and equipment carefully to avoid breakage. 
2.3
Clean the hot and cold serving areas, toast, tea & coffee stations before and after every service as required.   
2.4
Clean floors in the kitchen, stores as instructed and dining room before and after service.

2.5
Wipe down the tables, chairs, and window ledges in the dining room daily.

2.6
Assist in weekly and monthly stock-takes as directed. 
2.7
Carry out regular deep cleaning tasks as directed by the Catering Controller. 
3.
Health and Safety
3.1
To understand and comply with NHC and statutory health, hygiene and safety, quality standards including COSHH and HACCP ensuring all tasks are carried out in accordance these standards. 

3.2
To assist the chefs to ensure equipment and food temperature readings are taken and recorded daily. 

3.3
To ensure all food is labelled and dated in fridges and freezers. 

3.4
Wear the correct uniform and safety shoes as directed and maintain uniform items appropriately. 

3.5
Report any equipment and/or building fabric faults and any hygiene, health, and safety hazard to the Catering Controller. 
4.
Customer Service
4.1
To maintain a professional and friendly image with the Learners, NHC Staff, Visitors, and contractors.  

4.2
Work effectively with all colleagues on site to ensure excellent customer service. 

4.3
Attend to customer needs in a polite and helpful manner, providing assistance where necessary in line with the NHC Catering policy.  

4.4
Be up to date with diners’ needs and tastes and communicate any ideas to the Assistant Chefs & Catering Controller. 
5.
Professional
5.1
To complete “Hot Topics” in a timely manner.

5.2
Check emails at least weekly.
5.3
Attend Staff Briefings whenever practicable.
5.4
To participate in formal and informal professional development activities to enhance contribution.

5.5
To contribute to the maintenance of a positive and motivating learning environment.

This job description and person specification is a guideline only and not exhaustive. You may be asked to perform other duties which are not detailed but are in line with the general purpose of your job role and we reserve the right to make changes to this job description as appropriate.

RISK ASSESSMENT

A risk assessment has identified that the following hazards are associated with the undertaking of the duties and responsibilities of this post.
	(  regular visual display unit (VDU) use
	□  normal vision  /normal colour vision* is essential

	( driving vehicles
	(  working in a noisy / dusty* atmosphere

	(  preparing, handling, or cooking food
	□  use of / working near* machinery

	(  working in a food preparation area
	□  use of hazardous substances

	(  lone working
	□  working at  heights

	(  manual handling / lifting
	

	□  other – please specify




* delete as appropriate
POST HOLDER’S AGREEMENT
I understand and agree to the duties and responsibilities required for the post of Kitchen Porter.
	Post Title:



	Name (please print)



	Signed:
	Date:




Send a signed copy to Human Resources for your personal file.
�








HR1-68- Catering Assistant - Job Description   

                                    Page 2 of 2

