POWDERHAM CASTLE

TEA ROOMS ASSISTANT
JOB DESCRIPTION AND SUPPORTING INFORMATION 

Reporting to: Tea Rooms Manager

Outline of role:

1. Presentation of Tea Rooms

Contribute to presenting the Tea Rooms to agreed standards such that customers enjoy a comfortable and welcoming environment, ensuring:

· All areas are clean and tidy

· Preparation of Tea Rooms to Powderham Castle’s standards

· All food products are attractively displayed

· All products correctly priced

· Point of sale correctly presented and positioned

· Preparing, serving and cleaning the self- service area 

· Food preparation as required in the kitchen so that the servery is adequately supplied.

2. Cleaning
Undertake all tasks as trained and directed so that high standards of health and safety and food hygiene are met, including:

· Washing up, manually and by machine as required to set standards.

· General cleaning to follow cleaning schedule as directed.

3. Customer Care
Provide high standards of customer care, so that the reputation of the Powderham Castle is enhanced and targets achieved, by:

· Providing high quality service

· Participating in any staff training

· Assisting customers with queries in a professional, efficient, courteous and friendly manner, so that customer care standards are met and complaints kept to a minimum 

4. Security
Ensure all aspects of security, fire and emergency are carried out, including:

· Security of stock

· Security of cash

· Undertaking training in emergency evacuation of the building

· Undertaking training in safe use of fire extinguishers

5. Financial Controls
Ensure that all daily accounting procedures, are handled in accordance with Castle policies and procedures, including:

· Carrying out sales to the public

· Checking all transactions; cash, cheque and credit card

· Following cash handling, cashing up and reconciliation procedures accurately as required

6. Health & Safety

All staff are expected to observe all health and safety at work regulations in accordance with statutory obligations, including:

· Reporting of accidents

· Reporting any unsafe practices or broken machinery/equipment to the supervisor, so that remedial action can be taken immediately

· Using all equipment as trained observing all safe practices, so that accidents are avoided

 7. Any Other Duties
· From time to time to provide support on corporate events and functions within the Castle

· To undertake any other duties as may reasonably be requested, including ice cream sales. 

· To attend training courses as required

Tea Rooms Assistant

KNOWLEDGE, SKILLS AND EXPERIENCE

Knowledge

Desirable:

1. Holds Basic Food Hygiene certificate

Skills

Essential:

1. Good verbal communication skills

2. Good organiser

3. A team player

4. Ability to use own initiative

Experience

Essential:

1. Has worked as part of a team

2. Proven ability in carrying out instructions

3. Has experience in assisting the general public

Desirable:

1. Has cash handling experience

Additional Notes

To enjoy this job, you must like the company of other people, be totally committed to ensuring visitors have a good experience and have a nothing is too much trouble attitude

Powderham Castle is a family home and this must be respected at all times.

Smoking is not permitted in any of the buildings on the property.

Equal Opportunities
Powderham Castle is committed to equal opportunities and appoints on merit.  We welcome applicants from all sections of society regardless of gender, sexual orientation, race, disability, marital status, age and religion, perceived community background or political beliefs.

The purpose of this information is solely to provide prospective candidates with details relating to the post. It may not be construed as an offer of employment. All information provided in this document may be subject to amendment.
