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JOB DESCRIPTION

ADULT SERVICES & PUBLIC HEALTH DEPARTMENT




JOB TITLE:	KITCHEN ASSISTANT 

DIVISION:	SAFEGUARDING & SPECIALIST SERVICES

GRADE:			Band 5

RESPONSIBLE TO:	COOK

POST REFERENCE: 	101648




Purpose of Post

To support the Day Service Cook in the preparation and delivery of meals and refreshments for:
· Individuals attending Day Services
· Staff based at the Centre for Independent Living (CIL)
· Participants of training events
· Visitors to the bistro
Additionally, to assist in providing catering for internal and external events, ensuring all food and beverage services are delivered to the highest possible standard, in line with health and safety and food hygiene regulations.



Key Relationships

The post holder will be expected to work with a team of staff and liaise closely with management and administrative personnel.  They will have daily contact with staff, people accessing the day service and visitors to the bistro.  Working in a fast-paced environment, the role requires a strong awareness of hygiene standards and health and safety regulations 



Main Duties and Responsibilities 



1. To be able to demonstrate the ability to ensure standards meet the requirement of all food related legislation and the Health & Safety at Work Act together with all relevant regulations.

2. Exercise quality and quantitative control of meals produced.

3. Have knowledge of the relevant paperwork in relation to the Safer Food Better Business Book and other relevant measures and procedures implemented by the Management Team.

4. Be adaptable to change such as being moved to different buildings as requested.

5. Transport and assist in preparation of food and beverages.

6. Setting out and clearing of dining furniture.

7. Transporting and serving meals to people who attend the day service, staff, visitors and members of the public.

8. Washing up.

9. General cleaning duties (equipment and surfaces) both in the kitchen and the bistro.

10. Using a till register on a day-to-day basis dealing with cash and card transaction in a confident manner following handling monies procedures. 

11. To assist in the promotion and marketing of provider services meals and to promote the bistro to work with the management team in encouraging full use of the service.

12.  Is able to work alone and on occasion and if appropriate, you may be asked to ‘act’ up’ to cover for the cook and confident to do all duties normally undertaken by the cook.

13.  Have knowledge of safeguarding and equality, diversity and inclusion.

14.  Is able to work alongside people with additional needs.

15.  Available to work on a rota system including some evening and weekends.

16.  Any other duties of a related nature which might be reasonably required and allocated by the Management Team.




Changes

Over time Council services change and develop.  This can impact upon the main duties and responsibilities of the role, and subsequently the post holder, who will be required to adapt. Any changes will be appropriate to the grading of the post and will be made in discussion with the post holder.

Date:  14/10/2025

HARTLEPOOL BOROUGH COUNCIL IS COMMITTED TO SAFEGUARDING AND PROMOTING THE WELFARE OF CHILDREN, YOUNG PEOPLE AND VULNERABLE ADULTS.  IF THIS POST IS SUBJECT TO SAFER RECRUITMENT MEASURES THEN A DISCLOSURE AND BARRING SERVICE (DBS) CHECK WILL BE REQUIRED.
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