
heathfield knoll 

school 

Inspire. Challenge. Support. 

Catering Assistant

27.5  hours per week 

Closing date 1st October 2021 

Email: lburns@hkschool.org.uk

Post: Heathfield Knoll School, Wolverley Road, Kidderminster, Worcestershire, DY10 3QE.

Phone: 01562 850204



The School  
Nestled within the Wolverley countryside, Heathfield Knoll School enjoys an enviable reputation as 

the leading school in the Wyre Forest and the wider region.    

Children join Heathfield Knoll Nursery at three months, moving on to the Preschool 

at three years. The main school welcomes children at any age from five to 16 years 

(although there are early plans to introduce a sixth form).

The school is centred around a large country house in beautiful surroundings which 

includes extensive playing fields, woodland and grassland (a total of over 30 acres). 

Heathfield Knoll aims to provide a traditional, well-structured education in small, 

nurturing teaching groups. This means that children’s needs are catered for and they 

thrive in a well-ordered atmosphere of mutual respect. Heathfield Knoll is concerned 

with more than just academic achievements, we encourage children to approach 

adulthood as confident, articulate and courteous individuals. 

KSI Education  

• Offer an enhanced CPD programme.

• Facilitate a Professional Learning Network to support achievement and 

progression. 

• Invest in organisations outside the schools that can enhance the educational 

experience of our students.

• Invest in technology and foster the technological skills of staff and pupils.

To embed best practice in their schools, and to enable teachers to build on their 

current strengths, KSI will:

From January 2020 Heathfield Knoll has become part of the KSI Education group.

KSI is clear that their investment in this evolving family of educators should create 

outstanding student outcomes.



Job description
POSITION: Catering Assistant 

RESPONSIBLE TO: Catering Manager 

WORKING PATTERN: Term time only

WORKING HOURS:  To be discussed at interview

Job Purpose 

To perform a variety of tasks associated with food production, front and back of house services 

and any general support required with due regard to all Health & Safety and Food Safety 

regulations.  To perform general duties which support the efficient running of a contract or unit in 

line with contractual requirements. 

Main responsibilities 

• To be polite, professional and friendly at all times with customers, clients and colleagues

• To ensure the highest level of customer care is adhered to at all times

• To demonstrate a can-do attitude towards individual customer requests and strive to  

exceed customer expectations

• To acquire a good knowledge of all products in order to be able to advise individual 

customers on their product choice

• To actively gain customer feedback, passing information gained onto your line manager

• To always look out for opportunities to develop our service

• As part of our commitment for continuous improvement and innovation, all colleagues are 

encouraged to seek ways to improve work activities and promote efficiency

• To prepare, produce and serve food to the brand standard applicable to the school

• Be prepared to assist colleagues in a willing and positive manner including assisting with 

other duties as required

• Be prepared to attend all relevant training sessions and meetings

• To make sure you are aware of, and meet the legal and HKS requirements for fire, safety, health 

and hygiene

• To report health and safety issues to your line manager, including all accidents and near 

misses

• To promote good safety habits and methods of work

• To service customers with hot and cold food and beverages on a counter during service times

• To ensure all displays, counters and seating areas comply with company and statutory health 

and hygiene requirements

• To assist in the preparation of hospitality as and when required

• To clean all work areas during and after use and remove all waste to the appropriate area

• To maintain temperature records as required and to report any variance

• To operate machinery as shown and trained to do so, ensuring that the equipment is used 



Job description
• Take reasonable care for your own health and safety and that of others who may be affected 

by what you do or what you fail to do

• Co-operate with your line manager on HSE matters

• Correctly using work equipment, personal protective equipment in accordance with training 

and instructions provided

• Not interfere with or mis-use anything provide for HSE purposes

• Report HSE hazards, accidents, incidents, illness and diseases to your line manager

• Complete Level 2 HSE e-learning “Working Safely” (and Working Safely with Food, if 

appropriate) within 20 weeks of commencing employment

Key Skills/ Experience Requirements 

• Good communication skills in order to be able to liaise with a wide range of team members 

and customers within your work environment

• Able to comply with legislation and follow all rules and regulations laid down in the staff 

hands and policy statements, with regard to uniform, personal hygiene, health and safety

• Customer service focused

• Team player and can-do attitude

• Takes pride in personal appearance and hygiene

• Self motivated and able to use own initiative 

• Ability to work under pressure whilst maintaining a positive attitude

• Experience of working in a busy environment especially during service times

• Experience of working in environments involving high levels of customer care

• NVQ level 2 or equivalent in relevant area

• Basic food hygiene and health and safety training gained within first 6 months and refreshed 

annually

• COSHH training

Additional Duties: 

• To be aware and familiar with the Schools Policy on Safeguarding and relevant reporting 

procedures should there be a concern regarding the welfare of the children.

• Play a full part in the life of the school community, to support its distinctive mission and ethos 

and to encourage staff and pupils to follow this example.

• Whilst every effort has been made to explain the main duties and responsibilities of the post, 

each individual task may not be identified. 

• This job description is current at the date shown, but in addition to the duties outlined above, 

you may be asked to undertake any other duties which may reasonably be regarded as within 

the nature of duties and responsibilities of the post.  Any changes of a permanent nature will 

be fully negotiated with you and incorporated into the job description.


