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Our Ref: NM /DM/LHH 
October 2021 
 
 
Dear Colleague 
 
Thank you for your interest in the permanent post of Catering Assistant at our fabulous, vibrant 
oversubscribed Worcester City school.  This is an opportunity for the right candidate to make a real impact. 
 
This post to start as soon as possible is for 25 hours per week, term time only plus 1 teacher education day 
(TED) and required to be worked over 5 days, Monday to Friday (9.30am to 2.30pm).  The salary is paid at 
Scale 1, points 1 -2 (£17,842 to £18,198 full time equivalent).  The term time only starting salary will be 
£10,098 and will rise by one increment to £10,300 per annum. 
 
The main purpose of the role is to assist in the preparation, presentation and serving of meals to students, 
staff and visitors.  We are looking for someone who is reliable, self-motivated and confident who works well 
on their own and as part of an efficient well run team. 
 
CWLC is an 11-18 school ‘in pursuit of excellence' in all areas of its community's life.  Near to the cricket 
ground, on the west bank of the River Severn in Worcester, it is a larger than average, inclusive and 
community-focused comprehensive school with approximately 1400 students. 
 
In the additional pages here I have included: 

 job description 

 person specification 
 
Please also read our privacy notice for job applicants (separate document).  I would obviously encourage you 
to read our Ofsted report in detail and visit our informative website at www.christopherwhitehead.co.uk to 
develop an understanding of our ethos.   
 
If you wish to apply, please email your completed application form to recruitment@cwlc.email. Please do 
not enclose a CV.  
 
The deadline for receipt of applications is 10.00am on Monday 1st November 2021.  Interviews will be held 
on Wednesday 10th November 2021.  Please would you ensure you provide email addresses for your referees 
and perhaps alert them to this fact.   
 
As I will only be contacting short-listed candidates, I would like to thank you for your time and effort, and if 
unsuccessful, wish you well in your future career. 
 
I look forward to hearing from you. 
 
Yours sincerely 
 
 
 
Neil S Morris 
Headteacher 
  

http://www.christopherwhitehead.co.uk/
mailto:recruitment@cwlc.email
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Job Description 

 
 

Post Title: Catering Assistant 

 
Terms & Tenure: Permanent, 25 Hours per week, TTO +1 TED, Scale 1 Points 1-2 

 
Line Manager: Chef 

  
Staff Supervised: None 

 

 

Purpose of the Role 
 

To assist in the preparation, presentation and serving of food by demonstrating a high level of catering 
knowledge, organisational skills and time management to ensure menus are delivered on time, of 
sufficient quantity and the correct quality to meet expected service levels and required standards.   

 

 

Duties and Responsibilities 

The list is given as a guideline only and is not exhaustive. Other tasks and activities relevant to the main 
headings should also be considered acceptable. A degree of flexibility is therefore, considered essential. 
 

 Prepare all food items within agreed cooking methods and portion controls 

 Assist in the production and service of special functions or hospitality, as required 

 Implement and maintain required food standards, and work with the Chef to improve these where 
possible 

 Ensure the correct food labelling of items for sale to meet existing legislation 

 Ensure the food safety of students with particular and special diets Health and Safety 

 Serve staff, students and visitors at service times to the required standard and promote a warm, 
friendly atmosphere 

 When working on tills provide a friendly, non-judgemental attitude to customer issues or concerns 

 Respond to customer issues or complaints in a helpful manner and escalate concerns to the Chef as 
soon as possible  

 Ensure correct use of materials and equipment and report any defects or damage immediately to the 
Chef 

 Maintain a high standard of personal cleanliness and hygiene Food Service 

 Ensure that provided workwear is clean and correctly worn whenever working on the school site 

 Maintain highest levels of cleanliness and hygiene within the kitchen area, and ensure that cleaning 
responsibilities are completed as scheduled and to the standards required 

 Carry out a deep clean as directed by the Chef 

 Carry out appropriate risk assessments and ensure compliance with the school’s Health & Safety 
policy, COSHH regulations and all statutory health and safety requirements, and ensure that these 
are observed by all other members of staff and visitors.  Where necessary or if a concern is raised, 
notify the Chef 

 Assist in the production and control of all necessary food, health and safety or school records as 
required 

 Co-operate with the employer on all issues relating to health, safety and welfare 

 Attend meetings and training courses as may be required for personal and professional development 

 Cover other staff absences as directed by the Chef 
 Undertake such other work as may be requested by the Chef up to or at a level consistent with the 

principal duties and responsibilities of the role 
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Post Title: Catering Assistant (continued) 
 
 

 

General and review  
 

To understand and be prepared to support the ethos of the school by: 
 

- Promoting good relationships with students, parents, colleagues, governors, LA and agency staff 
and visitors to the school. 

- Promoting high standards of student behaviour inside the classroom and around the school 
generally, following the school’s behaviour policy. 

- Promoting high standards of personal presentation and conduct, including being punctual and 
using social network media appropriately. 

- Completing training in the relevant areas to meet all safeguarding and health and safety 
standards as advised by CWLC and government policy. 

- Being aware of all matters of health and safety related to the working environment. 
 

This job description is not necessarily a comprehensive definition.  It will be reviewed periodically and 
when appropriate.  It may be subject to change or modification at any time after consultation. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Christopher Whitehead Language College and Sixth Form has a strong commitment to achieving equality of 
opportunities in its service to the community and the employment of people and expects all employees to 
understand, comply with and promote its policies in their own work. 
 

Christopher Whitehead Language College and Sixth Form is committed to safeguarding and promoting the 
welfare of children and young people and expects all staff and volunteers to share this commitment. 

  



Christopher Whitehead Language College – continuation page 
Application pack for Catering Assistant – October 2021 

 

 

 

Page 4 of 4 

 
Person Specification 

 
 
 

Essential Desirable 
Method of 

Assessment 

 
Qualifications 
and Training 

 

 
3 GCSE / O Level 
including English and maths or 
equivalent 

 
Basic Food Hygiene certificate 
First Aid at Work 

 
Application form 
Certificates 

 
Experience and 

Knowledge 

 
Experience of working within a 
food/catering environment 

 
Experience of working in a 
school 

 
Application form 
Interview 
References 
Application process 
 

 
Personal 

Qualities and 
Additional 

Factors 
 
 

 
High standards of personal hygiene 
 
Work to complete tasks accurately 
and consistently  
 
Excellent interpersonal skills with 
the ability to communicate 
effectively with colleagues, 
students, staff and visitors 
 
Commitment to work as part of a 
team and support colleagues during 
busy periods 
 
Willingness to work flexibly and 
provide cover across the team 
 

 
Enhanced DBS clearance 
certificate 

 

 
Application form 
Interview 
References 

 
 
 
 
 
 
 
 
 
 
 
 
This post is exempt from the Rehabilitation of Offenders Act 1974 and as such all applicants who are appointed 
to this post will be subject to an Enhanced Disclosure from the Disclosure and Barring Service before the 
appointment is confirmed.  This check will include details of cautions, reprimands or warnings, as well as 
convictions and non-conviction information.  Once provisionally appointed, the successful applicant may also 
be required to apply for an Enhanced Disclosure at predetermined intervals during the course of their 
employment whilst in this post. 


