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Job Description 
	Job Title
	Catering Assistant

	Grade
	Band B

	Reporting To
	
Hospitality Manager

	JD Ref
	CS&CE0077G


	 
Purpose

Greet and seat our customers taking orders, serving food and beverages, and managing 
payments. The role includes working across functions within service such as but not 
exclusive to Café, Bar, Bistro and events.

This is to be carried out in a courteous and professional manner with good knowledge of the 
products available and a good people rapport that will satisfy the customer and entice them 
to make a return visit. The role also requires the individual to be a good team player, to help 
and support each other. Promoting and upselling offers from all areas of the service such as ticketing, hospitality promotions and membership ensuring patrons receive the best value whilst maximising 
income generation to the service.

This role will work across venues within Wirral Council’s asset portfolio and requires and 
flexible approach to varied work patterns and location of work.

Main Duties And Responsibilities
Behavioural: 
· Enjoy, achieve, create impact, and thrive in the role and organisation.
· Live our values in the role and organisation.
Catering specific Duties & Responsibilities:
· Serve food and beverages and assisting with all hospitality duties.
· Maintain the cleanliness of the venue by promptly clearing plates, serviettes etc. and 
· help with washing and re-setting crockery etc. 
· Assist with the restocking of all hospitality areas, for example, bar and café areas to 
· ensure stock rotation. 
· Assist with the setup of events throughout the venue, moving tables and chairs to meet 
the room plans and the needs of the customer.

Communication, Engagement and Training: 
· Seating guests promptly and taking orders.
· Upselling our offers whenever possible, to enhance the customer experience and help 
increase the financial success of the service.

Data Analysis and Decision-Making: 
· Handling cash and taking payments 
· Being responsible for floats and cash register audits
· Assist with the checking of stock for ‘best before’ and ‘used by dates’.
· Ability to use the IT equipment provided including – Tills, Tablets, PDQ and chip and 
pin machines.
· Meet the room plans requirements and the needs of the customer
Compliance: 
· Adhere to and comply with all relevant corporate policies and procedures including Health & Safety, General Data Protection Regulations (GDPR), Corporate Governance and Code of Conduct.
[bookmark: _Hlk142571170]Other: 
· Any other duties commensurate with the grade. 
[bookmark: _Hlk80364490]Role Specific Knowledge, Experience And Skills

Qualifications
· Maths GCSE level or equivalent 
· Desirable - IT Qualification, NVQ, ECDL or equivalent. 
· Desirable - Food Hygiene Level 2

Knowledge & Skills
· Knowledge of sales and the maximisation of income generation. 
· IT Skills.
· Desirable - Manual Handling. 
· Desirable - First Aid.
· Desirable - IOSH Managing Safety.
· Desirable - Fire Marshal training.
· Desirable - Knowledge of ticket and box office systems.
· Desirable - Understanding room set ups and event plans.
Experience
· Ability to handle cash and to be accountable for your transactions.
· [bookmark: _Hlk202525394]Desirable - Working in a commercial or public sector theatre
· Desirable - Previous role working in a bar/restaurant.
· Desirable - Manual handling of table, chairs and other such furniture.
· Desirable - Working in a hospitality setting.
· Desirable - Dealing with the public

Additional Information 
· Ability to travel across the Borough and work from various locations. 
· Expected to work from a fixed location (subject to change).
· On occasion, able to work outside traditional hours, of a weekend and evening as required, adopting a flexible working approach in response to business requirements.
Health & Safety Considerations: 
· Prolonged Repetitive Movements/Actions
· Working shifts
· Working with skin irritants /sensitisers
· Working with chemicals (industrial or cleaning) 
· Working in a confined space
· Working with vibrating equipment / tools 
· Lone working
· Working outside
· Foods Handling
· Driving duties
· Contact with latex
Approved By: David Woods Hospitality Manager
Date Of Approval: 04/07/2025
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