Lancashire County Council
	Job description for the post of: Welfare Assistant 

	Directorate: Children and Young People - Schools
	Location:
	6

	Establishment or team:
	Preston Grange Primary School
	Post number:
	197524

	Grade:
	2
	Line manager:
	School business manager to the Headteacher
	EssentialCar user:
	No

	Staff 
responsibility: No
	Number of staff 
directly supervised: N/A
	Which business plan covers this post? N/A

	Scope of role::

	The jobholder will assist with the preparation, delivery and serving of food and drink. This may include the preparation of ingredients and cooking of meals in accordance with recipes, menus or production plans, the organisation of the serving of food, the laying of tables, the setting-up and clearance of service and dining areas, general cleaning and washing-up duties and the storage of deliveries. The jobholder may also operate a till, cash register or similar. The jobholder may also undertake clerical duties associated with record keeping and stock control.

	

	Accountabilities/Responsibilities – appropriate to this post:
1. To prepare the dining area for service which may include moving and/or setting up furniture and trolleys, cleaning and putting away.
2. To prepare the service area, hot cupboards and other equipment as instructed
3. To assist in the preparation, cooking and serving of food and beverages as instructed.
4. To wash dishes, cutlery, tumblers, jugs, serving utensils, containers, tables and all other catering equipment in the catering environment.
5. To clean catering areas to regulated standards as directed.
6. To undertake on and off the job training sessions as required by management.
7. To inform the Unit Supervisor of any defects in equipment or premises.
8. There may be a requirement to transfer to another Catering contract Unit within a reasonable geographical distance and with reasonable notice.
9. To undertake any other duties that may be required for the effective operation of the catering establishment.
10. Wear uniform provided, ensuring it is clean and tidy and observe hygiene standards at all times
11. To attend meetings and training sessions as required 

12. To be responsibility for the health and safety of themselves and others
13. To work within school policies and procedures
_____________________________________________________________________________

	In addition, other duties at the same responsibility level may be interchanged with/added to this list at any time. 

	Prepared by:
	Mr J Thackway 
	Date:
	September 2025


The above form sets out the area of work in which duties will generally be focused, and gives an example of the type of duties that the postholder could be asked to carry out.  PLEASE NOTE that this is for guidance only.  Postholders are expected to be flexible and to operate in different areas of work/carry out different duties as required.       

Equal opportunities

We are committed to achieving equal opportunities in the way we deliver services to the community and in our employment arrangements. We expect all employees to understand and promote this policy in their work.
Health and safety  
All employees have a responsibility for their own health and safety and that of others when carrying out their duties and must co-operate with us to apply our general statement of health and safety policy.
Safeguarding Commitment 

This school is committed to safeguarding and protecting the welfare of children and young people and expects all staff and volunteers to share this commitment.
Customer Focus

We put our customers’ needs and expectations at the heart of all that we do. We expect our employees to have a full understanding of those needs and expectations so that we can provide high quality, appropriate services at all times.

Skills Pledge

We are committed to developing the skills of our workforce.  All employees will be supported to work towards a level 2 qualification in literacy and /or numeracy if they do not have one already.

Attendance

Good attendance enhances the service delivered by schools, minimises staffing difficulties and ensures best value to the school. It is essential that applicants for positions in this school can evidence a previous satisfactory attendance record/commitment to sustaining regular attendance at work.
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