Job Description

General Catering Assistant (Part-time - Casual)
Background Information
St. Clare’s, Oxford is an international, coeducational college with a mission “To advance international education and understanding”, something it has been doing successfully since its foundation in 1953.

The mission is integral to the ethos of the college and provides an intellectual and philosophical focus for its activities.  There are, for example, students from over 45 countries studying at St. Clare’s, all but a small proportion of whom live in College houses.  
St. Clare’s is home to some 350 students and employs approximately 200 people.  It operates in the beautiful conservation area of North Oxford, owns 24 buildings and leases four more.  The majority of buildings are late Victorian and Edwardian and provide a distinctive atmosphere for study and living.  Standards of upkeep are high as are the costs of maintaining plant and buildings.  The College has an ambitious development plan to improve the quality of its residential accommodation to a point where it will have some of the best boarding houses in the UK.  It has a beautiful library building and attractive gardens.  

Candidates are encouraged to spend time looking at the College website on www.stclares.ac.uk which provides a huge amount of information about its programmes.  Even a quick perusal will emphasize the wide range of its course offerings. St. Clare’s is rather more than a conventional “school” and there are, in a nutshell, three business streams, all of which operate under the direction of the Principal.
1. International Baccalaureate Diploma  

Approximately 235 students follow this internationally-recognized two-year course; the majority of students will continue their studies at universities in this country.  A Preparatory IB course is also offered for a maximum of 40 students.  All full-time Pre-IB and IB students are housed in College properties within a very short distance of 139 Banbury Road.  The College organises IB Teachers’ Workshops at intervals throughout the year and IB Introduction courses during the summer.

2. Liberal Arts programme
This caters mainly for American undergraduates who follow a variety of academic courses for one semester, starting in September or January.  In addition, tailor-made courses for closed groups are available in January, May and June.
3. English as a Foreign Language (EFL)  

The College offers a range of EFL courses throughout the academic year (September to mid-June).  These include: the University Foundation Course and English plus Academic Subjects, both of which combine the study of EFL/EAP and academic subjects, and lead to university entrance; and English for Everyday Use and for Examinations, which boost confidence and offer English qualifications for university and beyond.  EFL Short Courses operate every summer between mid-June and the end of August on three separate sites across the city and across three age groups: for students aged 18+; for teenagers aged 15-17; for juniors aged 10-15. 
The College is in a strong financial position based on successful recruitment of students in all its courses; recruitment has been particularly successful for the IB programmes and for Summer Courses.

The College is proud of its liberal traditions and the warm and friendly relationships which are at the heart of its ethos.  As a place to work, there is a strong emphasis on working in a collegial way. 

Governance
St. Clare’s, Oxford is an educational charity incorporated as a company limited by guarantee. It is governed by a board of 12 trustees.  Day-to-day running is overseen by the Senior Management Group, comprising the Principal, the Bursar, the Vice-Principal, the Director of English Language Courses and the Director of Liberal Arts Courses.

The General Catering Assistant role - specifics
Purpose of the role
To provide general assistance in the College kitchens and dining hall, including cleaning, basic food preparation and serving meals.

Reporting relationship 

The Casual General Catering Assistant will report to the Front of House Manager or the Chef on duty

General Duties
· Serving food on the hotplate to students at mealtimes (including till operation) in a friendly and efficient manner
· Develop a friendly and helpful atmosphere to all customers
· Cleaning down after meals 

· Washing  up and storing of equipment

· Routine cleaning of production and service equipment

· Observe requirements of Health and Safety at Work Act and to act on COSSH recommendations for cleaning practices, ensuring that the correct cleaning material is used for the individual task.

· Observe Food Hygiene Regulations

· Observe regulations regarding fire prevention and control

· Compliance with the correct dress code including protective footwear 

· Further tasks as directed by the Front of House Manager or Chef on duty
Person Specification

The successful applicant will have demonstrated the following essential (E) or desirable (D) skills, experience and aptitude:
	Knowledge and experience

	· Able to use basic catering equipment (E)
· Proven experience in a similar role (D)
· Awareness of the health and safety issues in a catering environment (E)


	Personal skills and attributes

	· Hardworking and well-motivated individual (E)
· Positive and flexible attitude (E)
· Good communication skills (E) 

· Capable of undertaking some moderately strenuous duties (e.g. standing for long periods and lifting (E)

· Able to follow both written and oral instructions (E)

· A friendly manner and approach to dealing with students and staff (E)

· Able to establish effective working relationships with colleagues and be a good team member (E)

· Smart, tidy and clean (E)




Outline terms and conditions 

Working time
Shifts and hours will be set by the Front of House Manager on a fortnightly basis. This is a zero hours contracted position and holiday pay is paid on top of the hourly rate and at the same time as pay for work undertaken.  Holiday is normally taken when the College is closed.
Work on a number of public holidays may be needed (the College is usually open for all such public holidays except those at Christmas and the New Year).
Salary and benefits
The hourly rate of pay is detailed below:

	Rate
	Exclusive of holiday pay
	Inclusive of holiday pay

	Weekday rate
	£7.52
	£8.43

	Weekend rate
	£8.02
	£8.99


It is standard practice for the College to add a sum representing holiday pay to the basic hourly rate.  The holiday pay will be paid at the same time as pay for work undertaken and will not be paid at the beginning or conclusion of a specific period during which you actually take leave. 

Pension
A contributory pension is offered through the College’s group personal pension scheme and in accordance with our statutory obligations, employees will be automatically enrolled, following a postponement period of three months continuous service, if they meet the statutory enrolment criteria.  The College will contribute up to a maximum of 10% of salary subject to the employee contributing a minimum of 5% of salary.  The employee may make additional contributions above 5% subject to any restrictions imposed by the Inland Revenue, but these will not be matched by the Employer.
Probationary Period: 

The first six months will be probationary, within which notice is two weeks on either side.  Thereafter notice is one month on either side 
Statutory Deductions
Tax and National Insurance will be deducted from salaries in accordance with UK employment regulations. St. Clare’s, Oxford will require P45s (if available) and National Insurance numbers before commencement of employment. 

References and checks
All offers of employment and contracts are issued subject to satisfactory references and satisfactory outcomes on completion of all necessary checks, including criminal records and establishing the right to work in the UK. In some cases some or all of these checks will have been undertaken before an offer is made. Taking up employment will be subject to the satisfactory completion of all necessary procedures. 
Under the National Minimum Standards for Boarding Schools, we are required to follow the guidance in Safeguarding Children and Safer Recruitment in Education) and undertake additional checks on all employees:
· Full written references, and phone references on quoted referees, including current employer, maybe obtained before or after interview.  On occasion, further information may be sought in writing, by phone or by other means.  By providing details of previous employment, it is assumed that the employee/prospective employee has given consent for this contact, and no specific consent of the employee/prospective employee will be sought.  You should indicate specifically if you wish St. Clare's to refrain from contacting your current employer. References from friends or relatives will not be accepted.
· The College reserves the right to make contact with any previous employer and to make any additional enquiries it considers necessary in order to meet its responsibilities in relation to employment of people working with students who are under the age of 18 or vulnerable adults.  This is to establish the reason for leaving the position.
· Police checks / Disclosure and Barring Service checks will also be undertaken, for which employees / prospective employees are required to provide information and consent. A Certificate of Good Conduct is acceptable if you are returning from abroad. 

· Satisfactory completion of a health questionnaire.
The interview process may include some testing of key attributes.
How to apply
Applications must be made using the College’s standard application form which can be found on the College’s website at www.stclares.ac.uk/Jobs Applications should ideally be submitted by email to recruitment@stclares.ac.uk.

Alternatively, send to:
Recruitment
                                            Human Resources Department
                                            St Clare’s, Oxford
                                            139 Banbury Road
                                            Oxford OX2 7AL
                                            Tel: 01865 552031

Deadline for applications is 4.30 pm on Friday 24th Jan 2014
