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Promoting and influencing healthy food choices for children.


[Insert school name and logo]
Position Description

Casual Canteen Assistant

	Purpose of the position
	The purpose of this position is to support the Canteen Manager to deliver a healthy food service to the students and staff of [insert school name]. The Canteen Assistant undertakes a range of activities includes food preparation, cooking, serving students, food purchasing, storage, maintaining kitchen equipment and facilities, and ensuring canteen areas are clean, sanitised and ready for the next day’s activities.

	Canteen policy
	The [insert school name] canteen’s aims and objectives are to:

· [List aims, including following NSW Healthy School Canteen Strategy or National Healthy School Canteen Guidelines, food safety procedures and overall purpose of canteen].

	Relationships
	This position works closely with the Canteen Manager, the students, staff and wider school community.

	Immediate manager
	[Insert school name] Canteen Manager.

	Reports
	Nil.

	Stakeholders
	[Insert school name] community, volunteers, staff and other interested parties.

	Extent of authority
	· Has the authority to purchase/order necessary products and produce to deliver a healthy canteen food service as directed by the Canteen Manager.

· Exercise a degree of autonomy to achieve objectives of the position.

	Key responsibilities
	· Operate the canteen in the absence of the Canteen Manager.

· Assist the Canteen Manager in planning, organising and monitoring the day-to-day operations of the canteen, including the rostering of voluntary workers and daily record keeping as per the policies and procedures of the canteen.

· Provide a high standard of customer service by assisting students, teachers and other customers in food selection.

· Assist in food preparation by cooking, baking and salad making.

· Assist in over-the-counter service during breakfast, recess and lunch.

· Assist the Canteen Manager in food ordering.

· Receive and check all ordered supplies against suppliers’ invoices/delivery dockets, signing and dating them, and referring on to the Canteen Manager for payment and record keeping.

· Ensure all food products are dated when stored.

· Receive items ordered, reconciles delivery dockets with invoices and inspects food for freshness, quality and quantity.

· Assist in maintaining inventory control through regular stocktakes.

· Complete daily records as required and directed by the Canteen Manager.

· Ensure that canteen areas are clean, sanitised and ready for the next day’s activities.

· Maintain the highest standard of hygiene when preparing foods for sale.

· Dispose of leftover foods.

· Ensure that all policies and procedures of the canteen are upheld with special regard for occupational health and safety and food safety.

· Responsible for opening the closing the canteen, preparation and cooking.

· Utilise food preparation and cooking skills to minimise waste of fresh produce.

· Assist in the marketing of menu items to generate a high level of sales on a daily basis.

· Shop locally as and when required for any canteen needs that are not delivered directly to the school.
· Assist in training new volunteers in their duties.

· Assist in supervising volunteers in food preparation.

· Ensure volunteers and students are taught the correct use of equipment.

· Ensure that food safety is upheld and correct food handling and hygiene is practised to prevent food spoilage, contamination and subsequent food poisoning.

· Assist the Canteen Manager to ensure all canteen workers, including volunteers, are familiar with correct food handling and hygiene practices in line with Standard 3.2.2 of the Food Safety Act.

· To be responsible for cleaning incidental to the function of the canteen, such as dusting of shelves and stock, wiping down workbenches, and cleaning of implements and fixtures used in the immediate work area.

· Assist the Canteen Manager to keep a record of daily sales and recoding daily takings.

· Responsible for the security of the canteen such as money, keys, alarms, locking all doors and windows, switching off all appliances (except refrigeration units) and restricting entry to the canteen to only those who are authorised to be there.

· Ensure a pleasant working environment for the volunteers.

· Participate in an annual performance appraisal with the Canteen Manager.
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