CITY COLLEGE PETERBOROUGH 

CATERING ASSISTANT
OVERVIEW OF THE ROLE

The role is viewed as being key in enhancing the City Adult Learning Service and College’s responsiveness in meeting the needs of the adults, communities and key partners; and in achieving our corporate targets and quality standards.

The successful candidate will join a small team of dedicated hardworking and committed staff able to work flexibly within the working week and year.

Strong inter-personal skills are required for this post as the College and Service continues to expand quality provision and meet targets. The ability to work as part of a team and to be self-motivating is essential.

We are excited about our future and are seeking someone to share and develop our vision for adult learning.

ESSENTIAL PERSONAL QUALITIES OF THE POST HOLDER
This is a demanding and challenging post playing a key part in the continuing success, development and expansion of adult learning across the City.

The successful applicant will be a dynamic individual who is customer focused: who has an understanding.  Our colleague will be clear-sighted, with the ability to identify new opportunities and to develop those opportunities, exploiting them to the best advantage for our learners. He or she will be charismatic, with an outgoing personality, and will possess the ability to interact with people at all levels, with a positive “can do”, “will do” approach, together with the ability to work with, and motivate others is essential.

Closing date for receipt of applications: 7th August 2025
Interviews will be held: W/c 11th August 2025




Tasha Dalton-Winterton
Principal

June 2025
Peterborough Adult Learning Service

PETERBOROUGH COLLEGE OF ADULT EDUCATION

JOB DESCRIPTION

SECTION:
City College Peterborough (CCP)

DEPARTMENT:
Study Programmes
Job Title:

Catering Assistant 

Post No:                  N/A
Grade:

NJC Scale: Grade 3, - £23,656 - £24,027 Pro- rata
Responsible to:
Enterprise Co-Ordinator 
Responsible for:
N/A

JOB PURPOSE 
To support the effective running of the lunchtime service by ensuring a clean, welcoming, and well-maintained environment at all times.
This role involves undertaking food preparation tasks in line with hygiene and safety standards.
The postholder will provide a friendly, efficient, and learner-focused service that actively encourages healthy, independent food choices. Excellent customer service, attention to detail, and a commitment to promoting a positive mealtime experience are essential.
PRINCIPAL DUTIES AND RESPONSIBILITIES

1. Carry out food preparation tasks in accordance with food hygiene and safety regulations, ensuring high standards of cleanliness and quality at all times.
2. Support the Enterprise Co-Ordinator in the preparation and delivery of nutritious, balanced meals, promoting healthy eating among learners.
3. Maintain a clean and hygienic dining area by regularly wiping down tables and ensuring cleanliness is upheld throughout service times
4. Take responsibility for replenishing the food counter, ensuring that items are attractively presented and readily available during service periods.
5. Provide efficient and courteous counter service, maintaining a friendly and professional manner while interacting with all customers.
6. Ensure the café and kitchen areas are kept clean by carrying out routine sweeping, mopping, and general tidying throughout and after service.
7. Serve all customers promptly and politely, ensuring a positive and welcoming environment that supports learner independence and engagement.
8. Monitor and replenish stock levels, including food items and consumables, ensuring availability and assisting in basic stock control as required.
9. Participate in maintaining the Investors in People Standard (IIP)
Working hours will be 25 hours per week – Monday to Friday, Term Time only 

(Currently 39 weeks per year. A flexible approach to working hours is needed for this role.)
GENERAL DUTIES
1. To ensure that the City Council’s policies with respect of Equal Opportunities are fully met. 

2. To contribute to team working across the Service

3. To promote high standards of Health, Safety and Welfare, ensuring that the Council complies with statutory requirements. 

4. To undertake other reasonable duties at the request of the Head of Peterborough Adult Learning Service.
VARIATION CLAUSE

This is a description of the job as it is constituted at the date shown.  It is the practice of this Authority periodically to examine job descriptions, update them and ensure that they relate to the job performed, or to incorporate any proposed changes.  The appropriate Manager, in consultation with, the post holder, will conduct this procedure.

In these circumstances it will be the aim to reach agreement on reasonable changes, but if agreement is not possible management reserves the right to make changes to your job description following consultation.

FLEXIBILITY CLAUSE

Other duties and responsibilities expressed and implied which arise from the nature and character of the post within the department (or section) mentioned above or in a comparable post in any of the Organization’s other sections or departments.

Description prepared by:
    Helen Underwood
   Date:    June 25
                                               (Business Manager)

Description authorized by:  Tasha Dalton-Winterton    Date    June 25





(Principal)
CITY COLLEGE PETERBOROUGH 

PERSON SPECIFICATION

JOB DESCRIPTION

SECTION:
City College Peterborough (CCP)

DEPARTMENT:
Study Programmes

Job Title:

Catering Assistant 

Post No:                  N/A

Grade:

NJC Scale: Grade 3, - £23,656 - £24,027 Pro- rata
Responsible to:
Enterprise Co-ordinator 
Responsible for:
N/A

	ATTRIBUTES
	ESSENTIAL CRITERIA
	DESIRABLE CRITERIA

	KNOWLEDGE


	Knowledge of the Catering Industry to include:

Health and Safety

COSHH
Basic Food Hygiene

Customer Care


	Preparation and delivery of nutritious, balanced meals

	SKILLS & ABILITIES         


	Self motivated

Able to work without direct supervision.

Friendly and approachable.

Must be numerate.

Flexible attitude to working hours.


	

	EXPERIENCE


	
	Proven experience in a Catering environment would be an advantage.



	QUALIFICATIONS


	Basic Food Hygiene Certificate.
	

	SAFEGUARDING
	· Candidates must demonstrate the understanding of, acceptance and commitment to the principles underlying the safeguarding of children and vulnerable adults
	

	EQUALITY AND DIVERSITY
	· Candidates must demonstrate understanding of, acceptance and commitment to the principles underlying equal opportunities
	

	CUSTOMER CARE


	Proven record in the understanding and practice of effective customer care
	

	PERSONAL CIRCUMSTANCES


	Pleasant personality, friendly and approachable, keen to work within a small team

Willing to participate in training for professional development.

Adaptable and available to work such hours as reasonably necessary for the proper performance of duties

	


