Job Description Template
Job Description


	JOB TITLE:
	Catering Support Officer 

	GRADE:
	Grade F  

	POST NUMBER:
	H060070101

	DIRECTORATE:
	Commissioning & Youth

	SERVICE:
	Contract Catering Services

	RESPONSIBLE TO:
	Catering Operations Manager

	RESPONSIBLE FOR:
	Providing professional and timely administration support for the senior catering management team and undertaking a comprehensive range of finance/administrative tasks to support the efficient management of Contract Catering Services school meals service. 


	


	DBS check required
This post is not politically restricted 

	JOB SUMMARY:	
	To provide professional and responsive administrative support to the senior management team ensuring that staff monitoring, client enquiries and other queries are monitored and progressed to ensure a quality school meals service is delivered.

Undertake a broad range of finance/administration tasks as appropriate e.g. raise purchase orders, processing invoices, monitor payments and track monthly catering school budgets using corporate finance systems to ensure prompt and accurate payments are made.

Provide a comprehensive range of high-quality administrative support to Contract Services including collating records, filing, mail merges, data entry, dealing with routine correspondence and telephone contact, covering reception, booking training rooms, minute taking and other general administrative duties in accordance with prescribed timescales.


	ROLE REQUIREMENTS:
	

	1. 
	Act as the first point of contact for a wide range of general enquiries by telephone and in person, assessing and prioritising the level of response required and supporting the Catering Operations and Finance Managers in the monitoring and progressing of correspondence and enquiries.


	2. 
	Deal with clients and service users, stakeholders and staff in a professional manner, signposting queries and questions to the right individuals.  This includes administering the repairs and maintenance of kitchen equipment ensuring appropriate action is taken promptly so that the meal service delivery is retained.


	3. 
	Maintain databases and sickness management case records ensuring they are up to date and accurate.  Input sickness absence data onto the HR self-serve database, extract information and produce and distribute sickness absence reports on a regular or ad hoc basis.


	4. 
	Organise and attend sickness and disciplinary meetings, taking minutes involving a high level of confidentiality.  Produce accurate outcome minutes and letters of the meetings for use in sickness reports for possible investigations, disciplinary and CFD hearings chaired by Divisional Directors and Heads of Service.


	5. 
	Using corporate financial systems undertake a broad range of finance/administration tasks as appropriate e.g. raise purchase orders, processing invoices and monitor payments. Ensure compliance with all Financial Regulations in relation to transactional tasks carried out.


	6. 
	Organise and administer bookings for the provision of agency staff including approval and processing of timesheets for agency.
Monitor and input catering staff timesheets meeting payroll department timelines for monthly payments.


	7.  
	Input, extract and monitor monthly school meal data from relevant IT systems on a regular basis. Monitor meal numbers, kitchen expenditure from Cypad and salary costs from Agresso to support accurate budget monitoring analysis of each school kitchen 


	8. 
	Maintain and review all filing systems (including the management of archived files) to ensure full compliance with GDPR policy.   Ensure procedures are followed for the correct recording, updating, reviewing and deleting of personal data.


	9. 
	Twice yearly provide support in the production and administration of the new school menus. Promptly record, distribute and/or scan inward correspondence and despatch and record outward correspondence. Maintain mailing lists to support the effective working of the Catering Management team.


	10. 
	Provide support as required at reception and the helpdesk, working as part of a team to ensure cover throughout business hours, providing a welcoming environment and dealing with clients in a consistent professional and customer friendly manner.


	11. 
	Coordinate training bookings, send invite letters to staff and log training results. Be available to assist on occasions with the lay out and clear down of food service and refreshments to customers of Toby Lane Training Rooms. This may also include the service of food and refreshments at events away from Toby Lane Council Offices and may on occasions be outside the normal hours of work.

	CORPORATE RESPONSIBILITIES
	

	12. 
	Actively contribute to the council’s priorities and outcomes in a way that promotes a ‘one organisation’ approach.

	13. 
	Develop and maintain positive relationships with colleagues, stakeholders and communities to ensure the council and the directorate strategic priorities are effectively implemented.

	14. 
	Promote equality among all staff and ensure that services are delivered in a non-discriminatory way, that is inclusive of all disadvantaged groups.

	15. 
	Promote sustainability, including encouraging a culture of innovation and accountability amongst all council staff.

	PEOPLE
	

	16. 
	To liaise as necessary with customers, clients, council members, schools and members of the public as required to ensure customer satisfaction and perception of Contract Catering Services is rated continuously as professional and first class.


	PERFORMANCE
	

	17. 
	Support organisational change and learning, following and implementing appropriate systems of self-development, communication and engagement, quality measures, monitoring and review in delivering the functions of the role.




OTHER CONDITIONS: 

To maintain personal and professional development to meet the changing demands of the job and participate in appropriate training/development activities including the council’s ‘My Annual Review’ scheme. 

Ensure that all duties and responsibilities are discharged in accordance with the council’s policies and procedures, Code of Conduct and relevant regulations and legislation. 

To comply with the council’s equal opportunities and diversity policies ensuring anti-discriminatory practice within the service area.

To undertake additional duties that may arise from time to time commensurate with the grade of the post.
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	Requirements
	Person Specification for the Post of
	Essential (E)
or
Desirable (D) (if applicable)

	Method of Assessment
A= Application Form
T= Test
I= Interview

	Knowledge


	1. Excellent knowledge of Microsoft, Excel, Word, PowerPoint and TEAMs.
2. Knowledge of using Agresso, Matrix and Cypad Management systems. 
3. Excellent organisational skills including the ability to prioritise workloads in order to meet deadlines.

4. Knowledge of general administrative procedures and systems.

5. Knowledge of quality customer care.

6. Knowledge and awareness of the issues involved when working within a multi-racial community and workforce.
	E


D

E


E

E


D

	A/I/T


A/I

A/I


A/I

A/I


A/I

	Qualifications
& Experience
	7. Experience in an administrative role within an organisation and developing administrative systems and procedures.

8. Experience of financial administration & computer-based office systems.

9. Experience of providing high-quality administrative support including processing enquiries and responding in a concise and timely manner.

10. Methodical and highly organised with an ability to work on own initiative yet be a team player.

11. Ability to work effectively under pressure and respond flexibly to changing needs of the service.

12. The ability to communicate and deal effectively with customers and clients.

13. Ability to develop and maintain good working relationships and trust with clients and staff at all levels within the council and externally.

14. Ability to deliver services to customers meeting LBTH’s standards for customer care and showing awareness of cultural diversity.
	E



E


E



E


E



E


E


D


	A/I



A/I


AI



A/I


A/I



A/I


A/I


A/I



	Living the TOWER Values sets out the essential behaviours required of all staff.
	
	They are aligned to the organisation’s five TOWER Values
	

	We work TOGETHER across boundaries and with partners to achieve the best outcomes for Tower Hamlets

	Builds networks with key teams they work with, to ensure they achieve the best outcomes. 
	D
	A/I

	We are OPEN and transparent.

	Uses effective listening and questioning techniques to understand the needs of others and act accordingly. 

	D
	A/I

	We are WILLING to challenge, innovate and be accountable.

	Takes accountability for delivering own work, setting challenging goals for self.
	D
	A/I

	We empower each other to be EXCELLENT and go the extra mile.

	Understands the organisations direction of travel and actively supports that in their work and interactions.
	D
	A/I

	We RESPECT all communities; they are the heart of everything we do.

	Share customer feedback as appropriate to improve the customer experience.

	D


	A/I

	Additional Requirements
	Willingness to work outside of contractual hours subject to notice.

To comply with the requirement to carry out a DBS check on this role. 
	E
	A/I
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