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Serving ALL the Community

JOB DESCRIPTION & SPECIFICATION

	Job Title

Kitchen Assistant
	Department

Health & Well Being Division

	Job Ref: HWB/DH
	Date of Issue: 17.10.2024

	Responsible to:

Health Divisional Manager
Head Cook

Cook

HWB Team Leader

	Contacts:

Care Staff; Day Care Users;
Delivery Staff; Community Service, School, College Placements and

People who use WBACRC’s catering services  


	Line Management for:

In the absence of the Head Cook, responsible for Community Service, School, College Placements and

Volunteers

	Location

Thomas Street

West Bromwich

West Midlands

B70 6LY

or

At external venues where we are catering for different functions

	Probationary Period

Six months: 6 Months 

Special Conditions:

This service operates 3 days per week

(Mondays, Tuesday’s, Wednesdays)
Tuesday 8am – 4pm

Sick Pay
4 weeks full pay 
4 weeks half pay

in any 12 month period.

Smoking
All premises of the West Bromwich African Caribbean Resource Centre are designated as no smoking building.
*Additional hours may be required from time to time as is reasonable.
	Salary: £11.64 per hour
Pensions 

WBACRC operates a stakeholder pension scheme, details of which are set out in the Employer’s handbook.



	Working Hours

Scheduled hour of work total 22.5 hours per week over a 3 day period
30 minutes (lunch) 

One Year Fixed Term Contract 


	Annual Leave

WBACRC recognises bank, public, statutory and concessionary days in addition to: 

12 days p.a. 

14 days after 5 years service

17 days after 10 years service or more
	Unions
WBACRC recognises the rights of all employees to belong to a trade union if they wish.  

	Other terms & conditions
The post may require occasional evening/weekend work for which time owing in lieu will be given or you will be paid for this work.  All other details of staff terms and conditions are available in the Staff Handbook which is available to all staff.

Job Summary
To assist the Head Cook & Cook in their daily role, supporting with food preparation and shopping, stock taking, cleaning and maintaining a clean and tidy kitchen, washing dishes, serving meals. Sorting, emptying and disposing rubbish & kitchen waste.  See full job description as detailed in person specification.



	Person Specification

Factor

Definition

Qualifications
· Food & Hygiene Certificate

Experience
· Ensuring the food preparation areas are clean and hygienic 

· Washing utensils and dishes and making sure they are stored appropriately 

· Sorting, storing and distributing ingredients 

· Washing, peeling, chopping, cutting and cooking foodstuffs and helping to prepare salads and desserts 

· Disposing of rubbish 

· Organising linen laundry 
· Cleaning the food preparation equipment, floors and other kitchen tools or areas
Knowledge

· Understanding the importance of health and hygiene
· A great team player 
Skills 

&

 Ability

· Ability to work swiftly and efficiently 

· Good sense of taste and smell 

· Ability to perform any duties around the kitchen 

· Must be able to deliver high quality work 

· Ability to work under pressure

· Ability to work well in a group

•     Ability to communicate effectively 

•     An enthusiastic approach to work 
General

· Serve food according to the style and type of operation as directed.

· Prepare the dining area, which may include moving, and setting up furniture, setting trolleys and dismantling as required for catered events.

· Ensure sufficient supplies throughout the service period.

· Ensure a high standard of personal hygiene and cleanliness that complies with service standards and statutory requirements.

· Assist at special functions.

· Report any customer complaints or compliments to the Head Cook and Older People & Health Divisional Manager.
Cleaning and General Tasks:

· Clean on a daily basis all catering areas to the required standard.

· Attend to the cleanliness of storage areas, including fridges and freezers.

· Wash dishes, cutlery, tumblers, jugs, serving utensils, containers, tables and all other catering equipment.

· Ensure that deliveries are put away in rotation.

· Inform the Senior Cook and Older People & Health Divisional Manager of any defects with equipment or of failure to meet Health and Safety Standards or Food Hygiene Regulations.

· Report any accidents, loss, damage, unfit food or drink or any other irregularities to Senior Cook and Older People & Health Divisional Manager immediately so that relevant actions can be implemented straight away.

· Attend training sessions and meetings as required.

· Work as part of a team contributing to the aims and values of the service.



General Information:

Policies and Procedures  

The post-holder will be required to comply with all policies and procedures issued by and on behalf of West Bromwich African Caribbean In addition, if the post-holder is required to work at other organisations premises, they must adhere to the specific policies relating to the premises in which they work. 
Governance & Risk Assessment

The post-holder must be aware of and ensure compliance with West Bromwich African 

Caribbean Resource Centre’s Governance, Risk Management and Lone Working Policies.

Confidentiality

The post-holder must at all times maintain the complete confidentiality of the material and information that they  handle.

Data Protection
If required to do so, the post-holder will obtain, process and/or use information held on a 

computer in a fair and lawful way; and hold data only for the specified registered purposes and 

to use or disclose the data only to authorised persons or organisations. 

Equal Opportunities 

We  are committed to equality of opportunity regardless of race, gender, marital status, sexual orientation, ethnicity, disability or religion, both in the provisions of our services and in our employment practices

West Bromwich African Caribbean Resource Centre’s is an equal opportunities employer. 

No job applicant or employee will be discriminated against on the grounds of race, colour, 

nationality, ethnic or national origin, religion or belief, sex, marital status or on the grounds of disability or sexual preference.

The post-holder will have a personal responsibility to ensure that he/she does not discriminate, harass, or bully, or contribute to the discrimination, harassment or bullying of a colleague or colleagues, or condone discrimination or harassment by others.  The post-holder is also required to co-operate with measures introduced to ensure equality of opportunity.

Health and Safety

The post-holder must make him/herself aware of the responsibilities placed on them by the Health and Safety at Work Act [1974] to ensure that the agreed safety procedures are carried out to maintain a safe environment for other employees and visitors.

The post-holder will have at all times a duty to conduct themselves and to undertake their work, in a safe manner, so not to endanger themselves and others around them. Clearly, the degree of such responsibilities carried out by a particular individual will depend on the nature and extent of his/her work. Should any individual feel concerned over the safety aspects if his/her work, it should be brought to the attention of West Bromwich African Caribbean Resource Centre’s management.

The post-holder must adhere to the health and safety rules and procedures of West Bromwich 

African Caribbean Resource Centre’s He/she has a legal duty to use safety devices and 

equipment provided. All staff will receive a general introduction to health and safety at work as part of their induction. 

No Smoking Policy

West Bromwich African Caribbean Resource Centre has a no smoking policy.  Staff are not permitted to smoke on West Bromwich African Caribbean Resource Centre’s premises nor in any vehicle used on West Bromwich African Caribbean Resource Centre’s Business. 

Untoward Incidents
The post-holder must take responsibility for incident and near miss reporting and must ensure 

they adhere to all West Bromwich African Caribbean Resource Centre’s policies and procedures.

Review of the Role
This job description will be subject to review and amendment, in consultation with the post-holder, to meet the changing needs of the service and the organisation. This role profile is designed to identify principal responsibilities.  The post holder is required to be flexible in developing the role in accordance with changes within West Bromwich African Caribbean Resource Centre’s agenda and priorities.

SAFEGUARDING

The WBACRC takes seriously its responsibility for safeguarding and is committed to safeguarding and promoting the welfare of children, adults and older people. Therefore, we require that all staff share this and act accordingly by applying organisation policy and procedure and attending annual safeguarding training
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