Job Description   
	Core job information

	Job Title
	Waiting staff - Bank (catering) FILLIN   \* MERGEFORMAT 

	Contract
	Zero hours contract


	Reports to (job title)
	Events Manager/Deputy 
	Place of work
	The Charterhouse 

Coffee House Charterhouse


	Job purpose:

	To assist with the Charterhouse Events, from the start to the finish, to ensure it all runs smoothly, answerable to the Events Manager or Deputy in charge on the day.  The work is mainly during the evening but starts from early afternoon.  In addition, there can be occasional weekend and daytime functions.


	Knowledge, Skills & Experience (work experience, qualifications, specialist training, key skills, disposition)

	
	Requirements
	Essential/Desirable

	Qualifications
	N/A
	

	
	
	

	Experience
	· Customer service within the hospitality environment
· Dealing directly with the public
· Good communication skills

	

	
	
	

	Knowledge, skills & abilities
	Basic knowledge of food preparation 
Basic knowledge of food hygiene regulations

	Desirable
Desirable

	
	
	

	Attitude & disposition
	· Able to work well in a busy environment and keep calm under pressure
· Effective interpersonal skills to liaise with Brothers, private clients and staff
· Team player

· Flexible attitude

· Able to empathise with customers
· Strong customer service skills
· Ability to work on own initiative
· Passionate about food and good customer service

· Have high standards and be quality driven
· Clean and tidy appearance

	

	Other circumstances
	
	


	Main Duties and Responsibilities of the Role

	· Assisting in the assembling of the set up for the event which includes preparation of glass, chinaware and cutlery ready for table laying

· Folding cloth napkins (during quiet times between service) ready for the next function
· Providing good customer service at all times

· Ensuring that all who visit the Charterhouse receive the correct meal e.g. special dietary needs
· Ensuring all duties are carried out in accordance with Food Hygiene Regulations (training will be given)
· Clear up spillages

· Co-ordinating with other staff members to provide team oriented service

· Assisting in the clearing finishing of an event
· To understand the complexities of working within a heritage site



	Working Environment 

	Your place of employment will be at the Charterhouse or any location, as the Governors reasonably require from time to time.


	Freedom to Act & Decision Making (depth of control, supervision received, use of judgement & initiative, analytical ability)

	None


	Communication & Networking (liaison with others, type and level of communications)

	Internal and external customers including staff, Governors and Brothers 


	Finance/Resource Management (budgeting, forecasting)

	None


	People Management (supervisory responsibility, human relations skills)

	None


This job description sets out the duties of the post at the time it was drawn up. Such duties may vary from time to time without changing the general character of the duties or level of responsibility entailed. Such variations are a common occurrence and cannot of themselves justify a reconsideration of the grading of the post.

	Organisation Chart
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