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	Post Title: Catering Clerical assistant

	Post Reference: Bank
	

	Summary of the Role: 

· The post holder will be responsible for the effective and efficient day-to-day administrative functions within the CPU Department, as required by the Facilities Manager.

· The post holder shall work unsupervised and will provide admin support to the Facilities Manager.


· The post holder will be primarily responsible for the effective and administrative and clerical support service to the CPU Department, ensuring communications channels are maintained between appropriate staff/visitor/patient groups with regard to operational services
	Reports to:

· Senior Catering Coordinator


	
	Working Relationships & Contacts 

Key relationships include:

· Head of Facilities 
· Food Services Manager 
· Food Production Manager 
· Associate Director of Facilities
· Senior Managers
· Business Support Unit Staff
· CDDFT Staff
· Professional & Regulatory bodies and external advisors
· QE Facilities






	Key Responsibilities
	

	Service Delivery

· Provide a full range of admin support to the Facilities Manager/Catering Managers working with minimal supervision.
· Deal with telephone enquiries, taking and conveying messages appropriately and redirecting inappropriate calls to support staff.

· Operate efficient and up-to-date administrative systems and processes for all office tasks

· Maintain accurate and timely data entry to databases to meet service requirements

· Prioritise own workload to meet the needs of the Catering service, Facilities Manager and Catering Managers and ensure all deadlines are met

· Provide cover for any other member of clerical staff within the Facilities Department

· Transmit, electronic mail, photocopy documents and circulate information on behalf of the Facilities Manager/Catering Managers, within Trust and departmental timescales.

· Maintain general stationary and controlled stationery stock levels.

· Maintain and organise filing and reference systems within the department.

· Comply with the Trust’s Standing Orders, Policies and Procedures.

· Place orders on Trust software (Cardea) for service needs of Facilities, including receipt of service lines for services provided throughout the Trust.
· Open, sort and distribute mail.

· Liaise with external Customers regarding cook-chill orders and input these orders onto dedicated catering software.
· Provide production runs to CPU including usage reports, recipes, labels and delivery notes adhering to strict deadlines on a daily basis using dedicated catering software.
· Maintain stock control system on dedicated catering software by input of all supplier invoice/delivery notes and all store issues to internal and external customers.  Also conduct stock takes and investigate any discrepancies as necessary.
· Creation of new templates and amendment of existing ones on dedicated catering software for commodities, recipes, menus and cook-chill plans as necessary.
· Staff Timesheets - Preparation of all electronic timesheet information, recording and forwarding to Salaries & Wages to supplied deadlines.  Liaise with Salaries & Wages in relation to pay queries, starters/leavers, and changes to contract.
· Process any outstanding Invoices ready for payment by Accounts payable using Trust software and liaise with Accounts Payable staff and suppliers regarding any queries regarding payment.
· Input all Catering staff expense claims using Trust software.
· Supply data to Catering Managers regarding amounts and costs of patient’s meals, CPU production, income and expenditure as required. 
· Booking and communication of all hospitality requests provided by Hollies Restaurant throughout the Trust.
· Calculate and raise timely recharges for both internal and external customers and communicate to Finance Department.
· Implementation and communication of Christmas Lunch booking for staff and patients throughout the Trust.
· Any other duties required ensuring the efficient operation of the Service.

NOTE: The description of duties and responsibilities is a general statement and is not a precise definition of the scope and content of each post.



Communication
· The potholder is expected to liaise with other members of catering staff to enable the fulfilment of their duties. Where their duties bring them into contact with other groups e.g. other Trust staff, patients and their visitors / carers, a professional working manner should be adopted. When this contact includes members of the general public, common courtesy should be shown.


Development

· Commit to developing self and others. All managerial and supervisory posts must ensure staff have equal access to career progression and are appraised annually and have a PDP. 








	Job Dimensions


	

HEALTH AND SAFETY RESPONSIBILITY
· It is the responsibility of the individual to work in compliance with all current health and safety legislation and the Trust’s Health and Safety Policy and to attend any training requirements both statutory and mandatory in line with the Trust’s legal responsibility to comply with the Health and Safety and Welfare at Work Act 1974.
GENERAL
· This job description is intended as a guide to the principal duties and responsibilities for the post and should not be considered an exhaustive list.  It is subject to change in line with future development of the service.

           INFORMATION ASSET ADMINISTRATOR (IAA) - Job description Clause

The post holder will be responsible for the operation of one or more information systems/assets within their area, department, care group or division this will include:

· Ensuring that information asset registers are maintained and accurate 
· Ensuring that archive, retention and disposal requirements for the asset are identified and maintained
· Identifying and reporting potential and actual information security incidents to the IAO
· Consulting the IAO on information security incident management
· Ensuring that all staff using the information asset follow associated policies and procedures.
· Undertaking annual information risk management update e-learning












	Person Specification:
(Please state Essential (E ) or Desirable (D) 


	Knowledge and Skills
High degree of numeracy and well developed information handling and information technology skills (E)
High level of interpersonal and organisational skills (E)
 Capacity to work to tight deadlines in a high-pressure environment whilst continuing to deliver high quality work. (E)

Knowledge of SCL and Trust’s policies and procedures, particularly HR management policies and procedures and to be able to advise other staff) (D)

Knowledge of Data Protection and Caldicott Principles and demonstrate understanding of confidentiality and the associated legal and policy requirements(D)












	Experience

Effective interpersonal skills (E)

Experience in working in clerical/administrative office environment. (E)

 Experience of liaising with external agencies and contractors.(D)

Experience of compliance with NHS and catering sector (D)

Finance experience (D)

Experience in dealing with timesheets and payroll information. (D)


Ability to use Microsoft packages  including Excel/Publisher (E)



	Qualifications
NVQ Business Administration(E) 
Level 2 Maths and English (E)








	Core Behaviours


	· High level of integrity, openness, honesty and reliability e.g. in handling and discussing confidential information

· To commit to delivering the actions in SCL and the Trust’s Behaviours Framework

· Working together for patients

· Respect and Dignity

· Commitment to quality of care

· Compassion

· Improving lives

· Everyone counts. 

· 


· Cs of Care – is able to show knowledge and understanding of promoting care, compassion, competence, communication, courage and commitment within their role.

	Leadership Behaviours


	Provide leadership in promoting good governance through core behaviours  
Actively encourage culture of ideas and change



This Job Description is intended as a guide to the principal duties and responsibilities for the post and should not be considered an exhaustive list.  It is subject to change in line with future development of the service.
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Our NHS Values

		Our Behaviours



		

		You will see that we

		You will see that we do not



		

Working together for patients

		Patients come first in everything we do.  We fully involve patients, staff families, carers, communities and professionals inside and outside the NHS.  We speak up when things go wrong.

		· Will think of our patients first

· Are proud of where we work & our role in delivering the services we provide

· Provide clear, open, honest & timely information

· Keep people informed – give regular updates where possible

· Work as an effective team, pull together & include everyone

· Admit when we get things wrong, tell patients & their families & learn from this

		· Work within our own teams only, forgetting we are part of a wider organisation for the benefit of patients 

· Set unrealistic expectations or make false promises

· Withhold useful information or forget to pass something on

· Put up barriers to communication & team work



		



Respect & Dignity

		We value every person – whether patient, their families or carers, or staff – as an individual, respect their aspirations and commitments in life and seek to understand their priorities, needs and limits.

		· Introduce ourselves, explain our role & listen to you

· Be polite, courteous & friendly 

· Respecting others differences

· Value people’s privacy & dignity

· Make eye contact & talk to people directly, using their preferred name

· Respect the environment we work in

		· Put our own priorities before those of patients or colleagues

· Be rude, abrupt, shout or insult people

· Undermine people’s dignity through actions or words 

· Talk about people as though they are not there or don’t understand

· Avoid people who need help

· Tolerate aggressive behaviour or bullying of any description – from each other, patients or visitors



		



Commitment to Quality of Care

		We earn the trust placed in us by insisting on quality and striving to get the basic of quality of care – safety, effectiveness and patient experience – right every time.

		· Are competent & professional at all times

· Are open & honest, learning from experience

· Are clear about our roles & responsibilities

· Accept responsibility & hold each other to account for our actions

· Act on concerns & challenge poor services or behaviours

· Seek out best practice and share it

· Avoid duplication & waste

		· Let professional registration lapse or fail to keep up with CPD

· Absolve responsibility, pass the buck

· Wait to be chased

· Dismiss new ideas, refuse to try

· Ignore or condone bad behaviour or poor practice

· Ignore research or evidence based practice



		



Compassion

		We ensure that compassion is central to the care we provide and respond with humanity and kindness to each person’s pain, distress, anxiety or need.

		· Show care & compassion

· Support & empathise with others

· Stop to help others, take the time to help

· Listen to each other & our patients

· Be open & honest with patients about their condition & support them to make difficult decisions

		· Make excuses for lack of compassion

· Hold inappropriate or personal conversations in public areas

· Use closed body language, show irritation, be unapproachable



		

Improving Lives

		We strive to improve health and wellbeing and people’s experiences of the NHS.

		· See people as individuals, see the whole person & their individual needs, respecting their beliefs & ideas

· Be innovative & creative, look for solutions

· Support people to reach their potential

· Support each other to have a good work/life balance & healthy lifestyle













		· Make it difficult for people to access the right services at the right time

· Be judgemental, patronising, making inappropriate generalisations or assumptions



		

Our NHS Values

		Our Behaviours



		

Everyone Counts

		We maximise our resources for the benefit of the whole community, and make sure nobody is discriminated against or left behind.

		· Understand each others’ skills, roles & responsibilities & respect everyone’s contribution

· Encourage people to raise their concerns

· Promote & reward innovation

· Say thank you when others help us

· Value the experience & knowledge of other team members

· Include all team members in service developments – everybody has a valid opinion



		· Undermine colleagues, be spiteful or talk about people behind their back

· Say one thing and do another

· Be disinterested in other people’s aims, skills or ideas
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