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Job Advertisement 
 

Job Details 

Position Catering Assistant - Permanent 

Location WISE Academies 
Malvin’s Close Academy, Albion Way, Blyth, Northumberland, NE24 
5BL 

Salary SCP 3 - £7,064 per annum (£24,796 FTE per annum) 

Hours 12.5 hours per week – Term Time only plus 2 days (38.4 weeks) 

Vacancy reference  
 

MC/301363 - Please use this vacancy reference when referring to the 
job.  

 
Malvin’s Close Academy is seeking to appoint a Catering Assistant to assist in the preparation, serving 
and presentation of all food and beverages as directed by the Cook in Charge whilst ensuring a high 
level of customer satisfaction. A background in catering would be preferred but is not essential. The 
successful candidate will be expected to participate in appropriate training.  
 
Malvin’s Close is a friendly, happy, vibrant school located in Blyth. Our youngest children are just three 
years old and can learn with us all the way up to Year Six (aged 11). We are proud to have been part 
of WISE Academies since 2018 and have close working relationships with all of our partner schools. 
We have an amazing teaching team and are very proud of how together, with our pupils, parents, 
governors and staff, we are a community of learners that grow together with the children at the very 
centre of everything we do. Our curriculum, outdoor provision and teaching is personalised to meet the 
needs and interests of our pupils and through our wealth of teaching expertise we celebrate all 
aspects of the National Curriculum with children and in the learning environment. If you are passionate 
about contributing to a school that values collaboration, motivation, and a commitment to welcoming 
everyone, we encourage you to apply. 
 
The mission of WISE Academies is to provide a high-quality educational community, which offers 
life-changing opportunities in a safe, creative and exciting environment.  All are valued and inspired to 
flourish and grow as individuals.   
 
We can offer you:  

●​ The opportunity to be part of a dynamic and passionate team, in the Academy and as part of 
WISE Trust. 

●​ Exceptionally enthusiastic children and families who love WISE Academies. 
●​ Competitive Salary. 
●​ Local Government Pension Scheme. 
●​ 25 days annual leave rising to 28 after 5 years. 
●​ Excellent wellbeing package including GP appointments, physiotherapy, counselling and 

support networks. 
●​ Excellent training and peer support. 
●​ A creative environment that supports and enhances our vision and inclusive ethos. 
●​ An attractive and well-resourced school in the heart of its community. 
●​ A commitment to managing staff workload and well-being at all times. 
●​ On- going commitment to your professional development. 
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WISE Academies set high expectations for staff and students in order to meet our mission and raise 
Standards. 
 
The Trust is committed to safer recruitment and pre-employment checks will be undertaken before any 
appointment is confirmed. The post is subject to an Enhanced Disclosure Barring Service clearance. 
The school is committed to safeguarding and promoting the welfare of children and young people and 
expects all staff and volunteers to share this commitment. 
 
This post is exempt from the Rehabilitation of Offenders Act 1974 and therefore will be subject to a 
criminal record check from the Disclosure and Barring Service. 
 
WISE Academies safeguards and protects its students and staff by being committed to respond in 
accordance with Local Safeguarding Board Procedures. 
 
WISE Academies will also consider carrying out an online search for all candidates to help identify any 
potential issues that are publicly available online. 
 
Applicants must have authorisation to work in the UK. 

You can apply online through the North East Jobs Website, go to WISE Academies Jobs and 
click Apply for Catering Assistant - Permanent - Malvin’s Close Academy* 

Please make sure you fill in all sections of the application form. 

For further details, please see the supporting documents section of this advert. For any 
queries, please contact WISE Recruitment Team by telephone 0191 7070125 [option 5] or e-mail 
recruitment@wiseacademies.co.uk  

Please quote the vacancy reference when requesting additional information. 

Closing Date: ​ 12 noon on Monday 28th September 2026 
Shortlisting:  ​ TBC 
Interviews:​ TBC 
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Job Description: Catering Assistant  
 
Guidance Notes  
 
WISE Academies is committed to creating a diverse workforce. We will consider all qualified 
applicants for employment without regard to sex, race, religion, belief, sexual orientation, 
gender reassignment, pregnancy, maternity, age, disability, marriage or civil partnership.  
 

 

Duties and 
Responsibilities  

1.​ Assist in the setting up and cleaning down of the dining area. 

2.​ Carry out general cleaning duties in all relevant catering areas.  

3.​ To assist in the preparation of food and beverages in line with pupil 
requirements and legislation.  

4.​ To assist in the service of all food and beverages and help advise 
pupils to make healthy menu choices. 

Main Duties: 

1.​ Prepare the counter area prior to service and clear down following 
service. 

2.​ Ensure that strict portion control is maintained.  

3.​ Assist in the completion of all plate wash and cleaning 
tasks/routines. 

4.​ Maintain high standards of personal and kitchen hygiene.  

5.​ Attend training sessions as and when required.  

6.​ Maintain good communication links and working relationships with 
all staff.  

7.​ Assist in proactively promoting and marketing meal uptake through 
preparation, presentation and service of all foods to the highest 
standard.  

8.​ To wear the appropriate uniform as provided and where applicable. 

9.​ To act in compliance with data protection principles in respecting 
the privacy of personal information held by the academy. 

 

Generic Duties 
relevant to all 
members of 
Staff 
 

1. Working with colleagues and other relevant professionals 

●​ Communicate effectively with other staff members, and any key 
stakeholders 

●​ Collaborate and work with colleagues and other relevant 
professionals within and beyond the Trust 
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Job Details 

Salary SCP 3 
Reporting to Cook in Charge  
Job Purpose  
 

To assist in the preparation, serving and presentation of all food and 
beverages as directed by the Cook in Charge whilst ensuring high level of 
customer satisfaction. 



 

 ●​ Develop effective professional relationships with colleagues 

2. Professional development 

●​ Keep personal knowledge and understanding relevant and 
up-to-date by reflecting on personal practice, liaising with the 
line manager and identifying relevant professional development 
to improve personal effectiveness 

●​ Take opportunities to build the appropriate skills, 
qualifications, and/or experience needed for the role, with 
support from the Trust 

●​ Take part in the Trusts appraisal and performance management 
procedures 

3. Personal and professional conduct  

●​ Uphold public trust in the education profession and maintain high 
standards of ethics and behaviour, within and outside school 

●​ Have proper and professional regard for the ethos, policies 
and practices of the Trust, and maintain high standards of 
attendance and punctuality 

●​ Demonstrate positive attitudes, values and behaviours 
to develop and sustain effective relationships with the 
Trust community 

●​ Respect individual differences and cultural diversity 

4. The Trust 

The Mission Statement of our Trust is WE are a family of schools who 
exist to INSPIRE each pupil to believe in themselves so they 
experience great SUCCESS through our commitment 
to EXCELLENCE. Our philosophy is one of boundless aspiration...the sky 
is the limit. All staff are expected to be committed to this statement in 
everything they do 

It is expected that all staff work collaboratively as members of the Trust to 
share good practice, resources and ideas and realise the Trust’s visions 
and values 

All staff should act with professional integrity at all times, following the 
“Code of Conduct” 

Your base location will be identified in your offer of employment. 
However, you may be asked to work at any of the other Schools within 
the Trust and you should expect to travel between sites as required. 

5. Teaching and Learning 

This is our core principle and therefore it is an absolute priority. You are 
expected to support all teaching staff, irrespective of seniority, to ensure 
they concentrate on the core principle. This may mean undertaking tasks 
outside of your area of responsibility where required. 

6. Collective Responsibility 

At WISE Academies we are one team who, together, all commit to 
achieving our mission. All staff will be required to mirror our philosophy 
and take pride in offering a fantastic customer experience to all 
stakeholders As a WISE Team we always act with Honesty, Integrity 
and Fairness in everything we do. 

7. ICT 

●​ All staff will be expected to utilise ICT and to improve 
communication and reduce paper use 

●​ Security procedures must be followed when using ICT systems 
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●​ All staff are expected to follow the procedures as laid out in the 
Trust’s Acceptable Use Policy. Staff are also expected to 
ensure that they follow Trust policies with regard to 
professional conduct when using ICT systems or Trust ICT 
equipment. 

8. Health and Safety  

●​ Employees are required to work in compliance with the 
Academy’s Health & Safety Policies and under the Health and 
Safety At Work Act 1974 (as amended), ensuring the safety of 
all parties they come into contact with, such as members of the 
public, in premises or sites controlled by the Trust 

●​ In order to ensure compliance, procedures should be observed at 
all times under the provision of safe systems of work through safe 
and healthy environments, including information, training and 
supervision necessary to accomplish those goals. 

9. Safeguarding 

●​ WISE Academies is committed to safeguarding and promoting 
the welfare of children and young people and all staff must 
ensure that the highest priority is given to following the guidance 
and regulations to safeguard children and young people. All staff 
are to have due regard for safeguarding and promoting the 
welfare of children and young people and to follow the child 
protection procedures adopted by WISE Academies Trust. Any 
safeguarding or child protection issues must be acted upon 
immediately by informing the Designated Safeguarding Lead. 

10. Data Protection 

●​ WISE Academies takes the responsibility of protecting and 
securing the data of Pupils, Staff, Parents and all associated 
individuals very seriously. The Trust requires all staff to 
complete data protection training and to adhere to its Data 
protection policies and procedures. All staff must ensure that 
if they suspect a data breach, they must inform the Trust Data 
Protection officer immediately. 

This job description forms part of the contract of employment of the person appointed 
to the post. The duties, responsibilities and accountabilities highlighted in this job 
description are indicative and may vary over time at the discretion of the Trust. 
The duties and responsibilities in this job description are not restrictive and the 
post-holder may be required to undertake any other duties that may be required from 
time to time. Any such duties should not however substantially change the general 
character of the post. 
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Person Specification: Catering Assistant 
 

CRITERIA QUALITIES 

Qualifications 
and training  

 

●​ GCSE Maths and English Grade 4 or equivalent are desirable 
●​ Basic food hygiene award (preferred but not essential)  

Knowledge and 
Experience  

●​ Awareness of the need to maintain high standards of personal and 
kitchen hygiene 

●​ Awareness of food allergy and intolerances 
●​ Experience of working in a commercial kitchen or catering 

environment; basic food prep, food handling, customer service 
and general cleaning 

Skills and 
Competences 

●​ To assist in the setting up and cleaning down of the dining area 
●​ Ability to carry out general cleaning duties in all relevant catering 

areas 
●​ To assist in the preparation of food and beverages in line with pupil 

requirements and legislation 
●​ To assist in the service of all food and beverages and help advice 

pupils to make healthy menu choices 
●​ Willing to attend training session as and when required 
●​ Maintain good communication links and working relationships with all 

staff 
●​ Assist in proactively promoting and marketing meal uptake through 

preparation, presentation and service of all foods to the highest 
standard 

●​ Ability to act in compliance with data protection principles in respecting 
the privacy of personal information held by the academy 

●​ A commitment to ensuring a safe environment for children, a thorough 
knowledge and understanding of safeguarding procedures 

●​ Ability to work as part of a team 
●​ Good customer service skills 
●​ Manual dexterity and good hand to eye coordination to prepare food 
●​ Good standard of Hygiene 
●​ Good organisation skills 

Personal 
Qualities 

●​ Commitment to uphold the 7 principles of public life (the Nolan 
principles) at all times 

 
Notes  
This job description may be amended at any time in consultation with the postholder. 
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