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Job Description 
 

 

Job Title:    CATERING ASSISTANT 

 

Post Reports to:  HEAD OF MAINSTREAM DAY SERVICES  

 

Reports to Post:   NONE 

 

Location:    THE MACKENNEY DAY CENTRE, GILLINGHAM 

 

 

Job purpose  
 
To act as part of the catering team under the management of the Cook.  To ensure all 
environmental health standards are met. To assist in the cooking, preparing, serving and 
delivery of freshly cooked meals to Day Centre customers and older people living in the 
community.  To follow general Food Hygiene and Health and Safety guidelines at all times. 
  
 

Key responsibilities 
  

 Food preparation and cooking as required by the menu of the day. 
 

 To assist the Cook to prepare meals for the external meal delivery service. 
 

 To prepare sandwiches daily for the snack pack service. 
 

 Maintain the cleanliness of the kitchen equipment, including utensils and crockery. 
 

 Ensure efficient use of food to avoid wastage and maintain quality. 
 

 Ensure all tasks are carried out to specific hygienic conditions. 
 

 Ensure correct portioning and serve meals in the allocated area. 
 

 Work as part of the catering/kitchen team as well as independently as required and 
according to the weekend cover rota. 
 

 Work with placements and volunteers encouraging a happy efficient atmosphere. 
 

 Understand and respond to Health & Safety requirements at all times. 
 

 Undertake any other related tasks as and when required. 
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 Will be required to work flexible hours as necessary. 
 

The areas covered in the Job Description are intended to provide an overall context to the role, 
and is not designed to be an exhaustive list of tasks. 
 

Communication and working relationships 
 

Internal 
 

 Group Chief Executive. 

 Operations Director. 

 Head of Mainstream Day Services. 

 Board of Trustees. 

 Day Centre staff. 

 Volunteers. 

 Administration staff. 

 Service Users and Families. 
 

External 
 

 Social Services. 

 Care Managers. 

 Age UK Organisations. 

 Housing Organisations. 

 Statutory and Voluntary Organisations. 
 
 

Performance review 
 

Personal Performance will be assessed annually. 
 
Personal development plan or training will be agreed with the Head of Mainstream Day 
Services. 
 

General 
 

All employees are subject to the requirements of the Health and Safety at Work Act. The post 
holder is required to ensure as an employee, that their work methods do not endanger 
themselves or others. 
 
All employees are subject to the requirements of the Data Protection Act and General Data 
Protection Regulations, and must maintain strict confidentiality in respect of Service Users, staff 
information and records at all times. 
 
All employees must comply with the organisations Equality and Diversity Policy.  
 
Age UK Medway aims to maintain the goodwill and confidence of its own staff, Service Users 
and the public. To achieve this objective, it is essential that employees carry out their duties in 
a professional, courteous and empathetic manner. 



 

 

  

Age UK Medway maintains the right to amend the job description in consultation with the post 
holder. Any agreed changes will be notified in writing. 
 

Personal specification 
 
Required: 
 

 Demonstrable knowledge & familiarity on the safe use of kitchen equipment. 
 

 Commitment to producing nutritious home cooked meals. 
 

 Previous experience of food preparation. 
 

 Previous experience of cooking for large numbers. 
 

 To have a flexible approach, with a willingness to provide cover for colleagues at short 
notice. 
 

 Ability to work alone and use your own initiative, while also being able to work as part 
of a team. 
 

 Good communication skills. 
 

 Ability to work under pressure. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


