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JOB DESCRIPTION 


Job Title		Catering and Hospitality Assistant
Location		Lindsey Lodge Hospice and Healthcare
Salary			Grade 2 £ 25572 per annum pro rata
Hours	12 and 16 hour contracts available to be worked flexibly over a 7 day rota with a range of different shift patterns between the hours of 7am to 6.30pm.  Predominantly split over 2 to 3 shifts per week.
Reporting to	Catering Manager	
Purpose of Post	Under the supervision of the Chef and supervisors, to undertake a range of catering and hospitality duties for patients, staff, families and the public.
To provide excellent standards of visitor service at all times, to maximise visitor enjoyment of the hospice and to ensure that dietary requirements are met and quality is of a high standard. 
To ensure the highest standards of communication, presentation and cleanliness working as an effective team member with other members of staff within the housekeeping and catering team, but also the wider teams and roles within the hospice.
To demonstrate behaviours associated with the Charity’s vision and values and specifically to show kindness and respect to patients’
 families, visitors and colleagues
Our Vision
 
“To provide high quality specialist palliative and end of life care across North Lincolnshire”

Contacts
Internal:	Volunteers
Hospice staff 
Patients and patient families	

External:	Members of the public
	Supporters
	Charity Partners
	Suppliers

Key Tasks
· To support and assist with the general catering within the Kitchen
· To serve visitors to the hospice within the dining room – taking orders, serving, handling of cash and use of the till, cleaning and serving visitors at tables.
· To help cook, prepare, serve and clear away to a high standard.
· To participate in the general cleaning of the kitchen
· To be aware of patients’ dietary requirements and to be able to meet these
· To report any changes in patients’ eating habits to the Chef and Nurse in Charge.
· To give advice, guidance and recommendations on products and menu selection to customers to ensure a positive experience and repeat business.
· To work within established guidelines and operating procedures and be aware of and adhere to all Hospice policies and procedures 
· Contribute to the maintenance of a safe environment in accordance with:
Fire Prevention
Basic Food Hygiene 
Health & Safety
COSHH
Security
Manual Handling
Infection Control
Risk Management
· To observe all fire precautions, positions of fire equipment and to be able to use the same
· Ensure that all accidents and incidents are reported to the appropriate authority and that Hospice policies are followed.
· To be compliant and vigilant in relation to those policies that relate to catering and cleaning
· To give advice and guidance to new or less experienced colleagues including volunteers
· To act up for other staff when required
· To manage the kitchen when required? Not sure we can say this in a band 2 role we need to be more specific?
· To maintain confidentiality at all times
· To maintain a high standard of service and quality 






General

Education and Development
· To understand that professional development is the responsibility of the individual and be willing to participate in development sessions as necessary
· To attend all mandatory training
· To keep a record of all professional learning
· Participate, where appropriate, in the development of others
· Attend relevant unit meetings


Communication
· Ensure that communication is effective with patients, visitors and all members of the Hospice team and demonstrate hospice values in interactions.
· Interact on a regular basis with Hospice patients, families and staff.
· Be able and willing to develop the skills necessary to support patients and families and visitors which on occasion may involve distressing circumstances
· Participate in team meetings.
· Be aware of the reputation of the Hospice and ensure that this is upheld.
· To be able to welcome visitors to the dining room and to help serve, clear, take orders and also handle cash transactions

Professional Responsibilities  
· Comply with the policies and procedures of Lindsey Lodge Hospice and Healthcare.
· Keep up to date with relevant system changes.
· Maintain required organisational standards for all mandatory training.
· Demonstrate ongoing personal and professional development in accordance with annual development review process.
· Ensure that all information relating to patients, staff volunteers, customers and supporters is always protected and treated confidentially and complies with current data protection laws.
· Operate at all times in compliance with the data protection act and general data protection regulation.
· Be familiar with fire, emergency and safety regulations, ensuring attendance at statutory updates. 
· Maintain good working relationships with all members of the charity staff and volunteers. 
· Attend relevant meetings as appropriate.
· Maintain a smart, professional appearance at all times in line with the Charity dress policy.


Corporate Responsibilities
· Be aware of the reputation of the Hospice and ensure that this is upheld at all times.
· Be involved in any future developments.
· Act in a professional and ethical manner.
· Be willing to participate in meetings and events that are not within normal working hours.

Equal Opportunities 

· The post holder must carry out his/her duties with full regard to the Hospice’s Equal Opportunities Policy. Lindsey Lodge Hospice and Healthcare aims to design and implement services, policies and measures that meet the diverse needs of our service, population and workforce, ensuring that none are placed at a disadvantage over others. We therefore aim to ensure that in employment and services no individual is discriminated against by reason of age, disability, gender reassignment, marriage and civil partnership, pregnancy, and maternity, race, religion or belief, sex or sexual orientation.

· The Hospice aims to create a working environment that values diversity and is free from discrimination, victimisation, bullying or harassment. We ask all members of our workforce to support this commitment and underline that everyone has a responsibility to treat everyone with dignity and respect, understand and practice equal opportunities, value everyone as an individual and complete mandatory EDI training

Health & Safety
· Contribute to the maintenance of a safe environment in accordance with:-
· Fire Prevention
· Health & Safety
· COSHH
· Security
· Manual Handling
· Infection control
· Risk Management

Security and Confidentiality
The post holder must adhere to a range of policies, procedures and legislation relevant to security and confidentiality, these include;
· Data Protection Act 2018
· Internal Information Governance Policy
· Records Management Policy
· Caldicott

Safeguarding 	

· Act in a manner at all times to safeguard the interests of individual patients/clients and their families and justify public trust and confidence in the Charity.

This job description is not a definitive or exhaustive list of duties and responsibilities, but indicates the key tasks and duties of the post holder. It may be amended at any time, after discussion, to take into account the changing needs of the service	


Lindsey Lodge Hospice and Healthcare operates a no smoking policy for staff












PERSON SPECIFICATION - LINDSEY LODGE – Catering & Hospitality Assistant.                            
	ESSENTIAL
	DESIRABLE

	QUALIFICATIONS

	Good general education
Basic Food Hygiene Certificate* or willingness and ability to undertake training if required within agreed timescale.
	NVQ2 or willingness to undertake

	EXPERIENCE
	Experience in cooking tasty and nutritious food
Experience of working in a kitchen/catering environment    

Experience of serving customers
	Experience of handling cash and use of a till

	SKILLS 










	Good communication skills and 
comfortable with working with members of the public and able to initiate conversations in keeping with the Charity’s vision and values.
Commitment to high quality catering

Confident people skills

Clearly understand the need for
confidentiality and comply with Hospice policies in this regard
Commitment to undertake mandatory training

Team worker with the ability to multitask and good time management skills particularly during busy periods

Willingness to use Hospice systems to access information and book leave
	Experience of working with people who are ill 

Knowledge of infection control as it relates to catering.
      


	PERSONAL QUALITIES


	Team player
Reliable and flexible
Good time keeper
Organised
Enthusiastic and motivated
Openly caring and compassionate manner
	


	PHYSICAL REQUIREMENTS

PHYSICAL EFFORT
	Physically fit including eyesight and hearing. 
On feet most of the day and may be required to lift and to carry trays and crockery, restocking shelves.

Frequent moderate effort for several short periods  

Frequent moving and handling equipment of varying weights
Frequent walking, standing and kneeling, bending and stretching.
         
	

	MENTAL EFFORT
	Frequent concentration for both predictable and unpredictable workload – with concentration required when cooking and using machinery.
Constant interruptions and demands on time management
Assess changing situations and act accordingly.

	

	EMOTIONAL EFFORT
	Seldom exposure to emotional situations
Seldom involvement with patients and families at the end of life.
Rarely - Working alone 
	

	WORKING CONDITIONS
	Frequently working with sharp or potentially hazardous equipment.
Seldom working in extremes of temperature (hot, humid, noisy kitchen)
Rarely dealing with violence or aggression from patients or visitors.
Rare lack of resources and equipment
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LINDSEY LODGE HOSPICE & HEALTHCARE
Values & Behaviour Framework
Lindsey Lodge Hospice & Healthcare is an organisation rooted in the value of compassion,
going above and beyond, respect and dignity and excellence in all we do.

We recognise and aim to demonstrate behaviours to ensure we always
work within our four core values.Caring Compassionately
We will demonstrate in the care we deliver and in our communications with others.
We will be kind to ourselves and each other.
We will create a safe environment where people are treated with dignity and respect.
We will engage with and listen to patients and families including them in the care provision.
We will treat others as we would expect to be treated.


Respect & Dignity
We understand and champion diversity in patients and colleagues.
We value every patient as an individual and seek to understand their own goals abilities and limitations. 
We will take personal responsibility for our actions.  
We will fully involve patients, families, staff, volunteers and work together to deliver our vision.
We will foster a team spirit.
We will acknowledge efforts and successes.
Above and beyond
We will always go the extra mile for patients, supporters, and colleagues.
We will take the initiative to act and not leave it to others.
We will be forward thinking and innovative to deliver an outstanding service to our communities.
We will seek to build effective partnerships.



Excellence
We will consistently employ our best efforts to deliver our goals.
We are committed to the highest standard of behaviour and expect the same of those we work with.
We create an environment where feedback is encouraged, and new ideas are taken forward and celebrated.
We will learn and make quality improvements as we strive for excellence.
We will take pride in our work.
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