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GONVILLE & CAIUS COLLEGE

JOB DESCRIPTION

COLLEGE WAITER 
Gonville and Caius College has a colourful history and it owes its unusual name to the fact that it was founded twice.  It was first founded in 1348 as Gonville Hall by Edmund Gonville, the rector of Terrington St Clement in Norfolk.  Our second founder, John Keys, decided to take a Latin form of his name, Caius (but still pronounced Keys).  Caius was a student at Gonville Hall before studying medicine at the University of Padua.  Gonville Hall survived on modest means until Caius returned to find his old college in a dilapidated state.  Caius set to work extending the College buildings and he re-established the College in 1557.

The College is located on two main sites, Trinity Street in the centre of Cambridge and West Road.  Administrative, catering and residential accommodation is in the main College buildings in Trinity Street.  In West Road the Stephen Hawking Building and Harvey Court provide additional student accommodation, and conference facilities are available in the Stephen Hawking Building.

Responsible College Officer:
 The Operations Director
Responsible to:  The Head of Dining Services [Departmental Head – Director of Catering]
Duties

· Maintaining a high standard of food service.

· Maintaining a high standard of cleanliness throughout the catering department outlets.

· Assist in training of full time, part time, casuals and agency catering staff.

· Assist in the preparation, setting up (including I.T) and breaking down of function rooms and College facilities for a diversity of events (such as daily fellows and students meals, college function, meeting, conference, wedding, private lunch/dinner and any other external functions). 
· Supervision of functions and charges related to events held in any of the College facilities as per required by the Head of Waiting Services.
· Assist is the delivery of service in the College facilities which includes Hall, Servery, Buttery, SCR, MCR, JCR, Harvey.Court, SHB and any other College related areas as such times as required.

· Participate in stock takes on regular basic.

· Assist in the management of the wine cellars & stores.
· Assist in the management of the Conference and Catering Admin offices.

· Ensure that all H&S and Hygiene standards are in place, understood and strictly followed at all times.
· Any further reasonable duties that may be necessary.

This list is not a complete job analysis due to the varied nature of the work required.  The College Waiter may have to do other jobs from time to time as directed by the Head of Waiting Services, which are within his/her capabilities.

Person Specification

Experience Required
· Previous experience of working within a similar environment.

Essential Skills, Qualities and Attitudes Required

· Good communication skills.

· A conscientious attitude and desire to provide a high quality of service to members of College and external customers.  
· Ability to create a friendly but respectful rapport with students, fellows, external customer and work colleagues.
· Ability to work calmly under pressure, and remain tactful at all times.

· Willingness to be adaptable and flexible.

· Driving licence

Salary

Salary is £17,835 per annum.
Hours of work:

The hours of work will be flexible to meet the demands of the College but will be on average 40 hours per week 5 days out of 7. You will be expected to work at weekends and split shifts. Planned overtime can be taken as time off in lieu if practical, otherwise overtime will be paid. Hours and locations of work will need to be more flexible out of term time than in term time. Working hours will be agreed on a rota basis, one week in advance.

General

The appointment will be subject to a six-month probationary period.  The annual leave entitlement is 33 days (including Bank and public holidays).  A free meal is provided for staff whilst working more than 4 hours per day. A pension scheme is automatically started from the first day of employment. A uniform is provided. The College provides Medicash, a health cash back insurance scheme. 
Health and Safety

All staff must adopt a responsible attitude towards health and safety and to comply with any procedures as required by the College in order to ensure the health and safety of themselves, their colleagues and any other persons that may be affected by their actions.  They must be prepared to undertake any training provided in relation to health and safety or which is identified as necessary in relation to their work. 

Closing date is Friday 11th August 2017
Completed applications forms should be returned to:
Personnel Officer

Gonville & Caius College

Cambridge

CB2 1TA
Or at: jobs@cai.cam.ac.uk
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