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Further Particulars

Job title

Weekend Catering Assistant 
Department 

Buttery

Responsible to:
Butler & Assistant Butlers
Job Purpose:

To perform duties connected with the provision of a food and beverage service for all College members, guests and visitors to the College, ensuring excellent customer service is provided at all times
Background information on the College 

Lincoln College was founded in 1427 in the University of Oxford and is a self-governing institution in which the ultimate authority for all decisions rests with the Rector and Fellows.  Lincoln has 600 students in residence, of whom approximately 300 are graduates.  It enjoys an excellent reputation for its undergraduate education and has been among the top third of colleges academically for the past several years. The College is also a popular choice for graduate applicants to the University.  Lincoln College is located on an attractive historic site in the centre of Oxford, with excellent access to university libraries and the university’s departments and faculty buildings.  More information on the College can be found on its website, www.lincoln.ox.ac.uk.

Job Description

· To work weekends as directed by the Butler and Assistant Butlers.

· To take direction from the Catering Supervisors regarding the allocation of daily duties.

· Laying up of tables in Main Hall or functions rooms.

· Serving meals in the Main Hall and other function areas during all meal           times and table clearing.
· Operating the till during meal service times.
· Assistance with any special preparations for College Functions.

· Ensuring that silver and cutlery is checked and returned after use.

· Assisting with wine deliveries and racking wines in the cellar.
· Daily cleaning of all areas within the Buttery and Dining Hall.

· Cleaning of silver, glasses and cutlery prior to tables being laid.

· Washing up either by hand or by machine.
· To participate in training designed to minimise occupational risks.

· To wear designated uniform and any protective clothing supplied

· To follow directions on safe working methods.

· To use equipment as directed by the Butler or other colleagues.
· To undertake and partake of any training relevant to the position of Catering Assistant.
· To work as part of a team by undertaking all catering duties and assisting colleagues where necessary and working flexibly in line with rota requirements.
The postholder will be expected to undertake any other duties or tasks as reasonably directed or requested by the Butler, Assistant Butlers and Catering Supervisors.  This job description may be subject to review in consultation with the postholder.
Person Specification

	Knowledge and Experience
	Desirable/essential

	Experience of similar work
	desirable

	Good communication skills in order to communicate with colleagues and to be able to deal with any issues raised by Fellows, students or conference delegates.
	essential

	Ability to work to identified standards
	essential

	Ability to work as part of a team 
	essential

	Able to work flexible hours (early, late, and weekend shifts) if required
	essential

	Personal qualities
	

	Reliable, good timekeeping
	essential

	Clean and tidy appearance
	essential

	Physical Qualities
	

	Capable fulfilling the requirements of the role which involves standing/carrying/lifting.  
	essential


Terms and Conditions

	Appointment:
	The appointment is a permanent position 


	Salary:
	£10.90 per hour



	Pension rights:
	Oxford Staff Pension Scheme (OSPS)


	Meals:
	Free meals are provided in College when on duty. 



	Hours of working:
	Part-time, 12 hours per week.  Hours are worked over Saturdays and Sundays with start and finish times to be worked on a rota basis


	Annual leave entitlement:
	The postholder will be entitled to six weeks paid leave plus 8 days Bank Holiday in each year (pro rata), the leave to be taken at such times as shall be mutually convenient, and agreed in advance with the Butler.


	Notice period:
	During the initial probationary period, notice will be one week on either side.  Subsequent to satisfactory review and confirmation in the post the notice period will be one month on either side.


Application process

Please submit the following to apply for the post:
1. A completed Application Form (available on the College website), including the names and contact details of two referees, one of whom must be your current or most recent employer. We shall assume that we may approach them at any stage unless you tell us otherwise.
2. A covering letter, explaining your interest in the post and demonstrating how, by your skills and experience, you meet the requirements of the person specification.

3. An up-to-date CV.

Any enquiries related to the application process should be directed in the first instance to: hr@lincoln.ox.ac.uk.

This post will remain open until a suitable candidate has been appointed.  We advise you to submit your application as early as possible to prevent disappointment.

Other Information

The appointment will be conditional on verification of the successful candidate's availability for employment in this country.

The successful candidate will be required to complete a confidential medical questionnaire which will be forwarded to our Occupational Health Department who will assess their fitness to perform this role

Lincoln College is an Equal Opportunities Employer.  Conduct against fellow employees or College members which is offensive, or detrimental to them on grounds of age, colour, disability, ethnic origin, marital status, nationality, national origin, parental status, race, religion or belief, gender, or sexual orientation will not be tolerated.

