
 
  

General Kitchen Assistant 
Required November 2024 

NJC Salary Scale 1 point 2 £23,656 per annum, full time 
equivalent (actual salary £7,664.66) 

Part-time, Permanent 
 

14 hours per week, term time plus 1 week, Mon/Tues from 
3.00pm to 6.30pm & Sat from 10.00am to 5.30pm, including ½ 

hour break) 

 



 



 



 



 



 



 



 



  

 
Job description – General Kitchen Assistant 

       Salary:               NJC Salary Scale 1 fixed point 2 £20,441 pro rata 
           Hours:                14 hours per week (Mon/Tues from 3.30pm to 6.30pm & Sat from 10.00am to 5.30pm,  
                                       including ½ hour break) - term time plus 1 week          

L               Location:           Dallam School, Heversham, LA7 7EH - the role may require travel between the trust school sites 
Si              The job description may include all such other duties as the Headteacher and Governors may reasonably expect 

           from time to time. 
 

R Relationships 
1. The post-holder reports to the Assistant Catering Manager and Cook in Charge. 

 
Purposes of the Post 
1. To assist in the day to day running of the kitchen, compliance with the food safety policy and a varied and accessible food 

choice, including provision for those with special requirements 
2. To cook for students at the boarding house 
3. To assist in maintaining a consistently high level of health and safety 
4. To assist in maintaining a consistently high level of cleanliness 
5. To assist in maintaining good order both within the kitchen areas and dining areas at all times 

 
Essential personal qualities and skills 

• Skilled cooking with a full range of meals 

• Consistently high level of health and safety 

• Consistently high level of cleanliness 
 

Main Responsibilities Expected Standards 

  

• Skilled cooking activities connected with the full range of meals, for 
preparation of menus, portion control and the provision of special 
dietary and cultural meals where appropriate 

• Record keeping and stock control 

• Organisation of and control of: 
- The serving of food. 
- Hygiene, health and safety in the kitchen/dining area 
- Washing up 
- Setting out and clearing away equipment, tables and chairs 
- Cleaning kitchen and dining area together with surrounds and equipment 
- Service points included transported meals, where applicable 

• Manage the special dietary needs of boarding students such as gluten 
free, lactose intolerant, vegan, wheat free and other food-based 
allergies 

• Develop and maintain good relationships with suppliers 

• Assist with the timely counting and submissions of monthly stock take 

• Ensure compliance with all appropriate legislation, including food 
handling, storage of food and physical premises 

• Any other business as directed by persons/in charge as might 
reasonably be expected 

• To cook to a high standard with a 
variety of meals 

• Keep records accurate 

• Maintain high levels of health 
and safety 

• Maintain high levels of 
cleanliness 

• Ensure best value for money 

• Manage dietary requirements of 
students accurately 
 

 
 
 
 



  

CONTINUED – General Kitchen Assistant 
General  

Self-Development 

• To continually seek development opportunities in 
order to improve personal performance 

 

• CPD coordinator is advised of training needs 

• Development opportunities are sought and 
acted upon 

First Aid 

• To maintain a regular first aid qualification 

• To be available as required to provide first aid for 
students or staff as part of a team of first aiders 

 

• First aid is prompt, sympathetic and effective 
 

Dress and Appearance 

• To maintain the highest standards of smart business 
dress 

• To sustain a pleasant and co-operative demeanor at 
all times 

 

• A positive image is portrayed at all times 

Attitude 

• To act as a professional and positive ambassador for 
Dallam in order to support the school’s mission and 
profile 

 

• Positive / constructive feedback from parents / 
students / visitors / colleagues / supporters. 

• High level of self-motivation and 
encouragement of others 

Policy Promotion 

• To actively promote the school’s Equal Opportunities, 
Health & Safety, Data Protection policies to ensure 
that the college operates effectively and fairly in line 
with legislative requirements  

 

• Low level of complaints received 

• Positive working culture is demonstrated 

• Positive feedback from performance 
management 

• Positive feedback from H & S audits 
 
 

Child Protection 

• To adhere to the school’s Child Protection and 
safeguarding procedures 

 

• Procedures followed 

• Low level of complaints due to breach of 
procedures 

Confidentiality 

• To ensure confidentiality of the school’s activities is 
maintained in order to protect the integrity of the 
organisation and its people 

 

• Low level of complaints due to breach of 
confidentiality 

• Demonstration of actions to protect 
confidentiality 

Flexibility 
 

• To carry out such other duties as may reasonably be 
required from time to time to meet the evolving 
needs of the organisation 

 

• Willingness to experiment with new methods 
and approaches / initiative taken 

• Enthusiasm towards changing circumstances 

 

 



 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Person specification – General Kitchen Assistant 

 
The criteria below are adapted from the National Standards for teachers. While the list below is exacting, it is understood 
that different qualities will be exhibited to different degrees. Assessment will be based upon performance at interview, the 
letter of application and references. Do not include a CV 
 

   

Criteria Essential Desirable 

English and Maths GCSE or equivalent  √ 

Ability to communicate clearly and follow instructions √  

Clean and tidy appearance  √  

A willingness to attend all necessary training for the post and maintain a high level of up to 
date knowledge 

√  

The ability to be self-motivated, confident, energetic and creative √  

Relevant Experience   

Previous experience in a similar post  √ 

Knowledge and Skills   

Ability to prioritise work √  

Ability to manage time effectively √  

Initiative and ability to work without supervision √  

Work as part of a team √  

Flexibility to changing demands of the post √  

Take pride in a on well done √  

Trustworthy and reliable √  

Personal Qualities   

Stamina √  

Excellent interpersonal skills √  

The ability to ensure a sensible work life balance √  

Safeguarding   

All the requirements of Dallam’s safer recruitment policy √  

 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

How to apply 
 

We strongly encourage you to visit the school before you apply for the post.  

If you would like to discuss the position with the Headteacher, Mr Steven Henneberry, 

please contact him by email: s.henneberry@dallamschool.co.uk 

 

If you decide to apply for the post, please note the following important information:  

 

Please read the Guidance Notes carefully before completing the Application Form 

and ensure that you fill in all sections. Please contact the school if you require the 

application form in an alternative format.  

 

Along with the Application Form, please write a covering letter of no more than two 

sides. Please include the following; 

• A statement about why you are applying for this particular post  

• An outline of relative experience 

• How your personal and professional qualities make you suitable for the role  

 

Closing date: Friday 18th October 2024 at 12pm 

 

We will contact all applicants selected for the interview process by telephone initially. 

This will be followed up by a formal invitation and further information about the 

process the following day. We will contact all applicants, even if where the 

application was unsuccessful.  

 

The interview process: week commencing 21st October 2024 

 

Information that you provide for the purpose of your application will be used as part 

of the recruitment process. Any data supplied will be held securely and access 

restricted to those involved in dealing with the recruitment process. Once this process 

is complete, the data relating to unsuccessful candidates will be stored for a 

maximum of 6 months and then destroyed. If you are successful, your application 

form will be retained and form the basis of your personnel record. We will also 

undertake online searches in accordance with our responsibilities under keeping 

children safe in education. An enhanced check with the disclosure and barring 

service will be undertaken for this post. 

 

If you require further information or wish to discuss any issues, please do feel free to 

get in touch with Sharne Morgan, Finance and HR Officer, as a first contact – 

015395 65168, s.morgan@dallamschool.co.uk 

 

 

For further information, please visit: 

www.dallamschool.co.uk        www.southlakesfederation.co.uk 



 
 
 

 


