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Post of Lunch Time Organiser
Permanent Contract

Salary:  Negotiable depending upon experience
Responsible to:  Catering Manager
The East Manchester Academy is seeking to appoint a reliable and conscientious person to take on the role of Lunch Time Organiser, to provide support in the dining area during the lunchtime period, effectively and efficiently.  You will have a flexible approach to the role and be willing to carry out a wide variety of tasks to ensure the smooth operation of the Catering Service and to meet the needs of the Academy.  You will be able to work as part of a team and on your own initiative, and you will have good communication skills with students and teachers alike. 
Start date: Wednesday 1 September 2010

Suggested Hours (to be confirmed): 7.5 hours per week.  Suggested hours 12.50 – 2.20 Monday to Thursday and 11.50 – 1.20 Friday.  Term time only (holiday dates differ from many other local schools – dates available upon request).

Applications should be returned to Miss C Hunt, PA to the Principal & SLT, via email: cath_h1@yahoo.co.uk, and should include:

· an application form (downloaded from our website - www.theeastmanchesteracademy.org.uk)

· a statement in support of your application (2 sides A4 max)

· a Curriculum Vitae.
Closing date for applications: Wednesday 14th July 2010 at 12 noon

ONLY SUCCESSFUL APPLICANTS WILL BE NOTIFIED.
THE EAST MANCHESTER ACADEMY
LUNCH TIME ORGANISER
JOB DESCRIPTION

Salary: Negotiable depending upon experience
Responsible to: Catering Manager

Main Purpose of the Job:

To provide support in the dining area during the lunchtime period.
Job Description

1. Support students in all aspects of the lunchtime experience – for example cashless catering queries, dealing with spillages, reporting Health and Safety concerns etc.

2. Ensure the dining hall is kept clean and tidy during the lunchtime period.
3. Assist and direct the students to ensure plates and trays are cleared away in a timely manner.
4. Clean tables, sweep floors and carry out other cleaning duties as directed by the Catering Manager.
5. Provide cover for other members of the Catering team as required.
6. Ensure compliance with health & safety at all times.
7. Provide a customer focused service at all times which is courteous and responsive and meets the needs of the customers

8. Participate in new initiatives and future changes in service delivery improvements to support the objectives of the Academy.
9. Actively pursue own personal development and take full advantage of training provided.
10. Undertake such duties as may be considered appropriate by the Catering Manager in line with the needs of the Academy.
PERSON SPECIFICATION
	Specific skills, Experience and Knowledge
	Essential
	Desirable

	Good general standard of education
	
	(

	Knowledge of Health and Safety legislation
	
	(

	Previous experience of working in a school environment
	
	(

	Personal Qualities
	Essential
	Desirable

	Able to work as part a team
	(
	

	To have a good sense of humour
	(
	

	To be able to communicate with teachers, students and other stakeholders
	(
	

	Willing to attend relevant training courses
	(
	

	To have a flexible approach to work
	(
	

	Required to wear a uniform/protective clothing including safety shoes
	(
	


Safeguarding

East Manchester Academy is committed to safeguarding and protecting the welfare of children and young people.  This commitment to robust Recruitment Selection Induction procedures extends to organisations and services linked to the Academy on its behalf.
