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Reporting to and supporting the Catering Manager and chefs on a day-to-day basis, complying with Food 

Hygiene and Health and Safety legislation. Work as a key member of the catering team in a professional 

manner. Maintain high standards in cleanliness, stock rotation and goods deliveries. 

 

 

Your duties would include the following: 

• Washing up by hand and operating a dishwasher  

• Cleaning of the kitchen and associated areas including removal of rubbish, sweeping and mopping floors  

• Serving pupils and staff over lunchtime and at events and functions 

• Be responsible for putting away deliveries, checking items against delivery notes and ensuring stock 

rotation  

• On occasions assisting with food preparation  

• Attend training sessions as and when required  

• Follow the School’s procedure in maintaining standards relating to food hygiene  
• Comply with School’s standards on personal hygiene and appearance  
• Comply with any reasonable requests from the Catering Manager 

 

 

• Basic food preparation skills such as vegetable preparation 

• Understanding of cleaning kitchen equipment and knowledge of kitchen health and safety 

• Understanding of cleaning kitchen areas and surfaces and knowledge of food hygiene practices  

• Ability to prepare and clear food service 

• Good oral communication  

• Attention to detail  

• Adaptability to change and willingness to embrace new ideas and processes  

• Positive and approachable manner  

• Team player qualities  

 

Physical Demands 

 

Ballard School kitchen is a busy, fast-paced working environment requiring all of its staff to work as part of a 

team with a flexible, helpful and co-operative attitude to their role. As we are cooking and serving food for 

large numbers, this requires a good level of fitness to cope with the physical demands of the job i.e. lifting, 

bending, standing and walking. 

 

Safeguarding 

To have due regard for the safeguarding and promoting the welfare of children and young people and to 

follow the child protection procedures adopted by Ballard School as outlined in the safeguarding policy. If, in 

the course of carrying out the duties of the post the post holder becomes aware of any actual or potential risks 

to the safety or welfare of children in the School, they must report any concerns to their Line Manager or the 

School’s Designated Safeguarding Lead (DSL). 



To adhere to fire evacuation procedure in the event of a fire and during a fire drill. 

To adhere to the School’s Health and Safety Policy and procedures. 
 

Exact hours to be discussed and confirmed, however, we anticipate they would be approximately: 

Monday to Friday, 19 hours per week, between the hours of 10.30am – 2.30pm daily 

Term time only (42 weeks per year, to include 19 hours to be worked in the holidays) and 5.6 weeks holiday 

allowance, pro-rated 

In addition, one Open Morning on a Saturday in June, GCSE Presentation Evening in November, Prefects’ 
Dinner in May/June and FOBS Quiz and Curry night in March (overtime or these events to be claimed) 

Salary: £10.42 per hour 

To start: Monday 15th April 2024 or as soon available after this date 

 

How to apply: 

Applicants are asked to complete a support staff application form, along with a letter of application and send 

it, addressed to the Bursar (recruitment@ballardschool.co.uk). Shortlisted applicants will be invited to the 

School for interviews.  

The School retains the right to interview and appoint at any time during the application process. 

Ballard School is committed to safeguarding and promoting the welfare of children and young people and 

expects all employees to share this commitment. The successful applicant must be willing to undergo child 

protection screening appropriate to the post, including checks with past employers and the Disclosure and 

Barring Service (Enhanced Disclosure). As part of the referencing process, the School will undertake a digital 

screening, including online searches of candidates and any potential matters of concern will be discussed with 

the candidate. 

This post is exempt from the Rehabilitation of Offenders Act. 

The successful candidate will be required to complete and sign a medical form.  

Ballard School is committed to Equal Opportunities and welcomes applications from all sections of the 

community. 

For further details and an application form, please visit: www.ballardschool.co.uk/vacancies  

 

Bursar 

March 2024 
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