Carfax Hotel
Combined Job Description, Terms & Conditions, and Person Specification

Job Title


General Assistant - Full Time

Date Last Updated 
18.03.2010
Overall Purpose: 

To assist in various departments of the Hotel  

Responsible To:

Duty Manager/Manager

Duties and Responsibilities:

1. Assist with the preparation of the Dining Room and Wash Up area for meal service as appropriate.

2. Assist with the preparation and service of food in the kitchen as necessary.

3. Clear tables and operate the dishwasher.

4. Assist with clearing and cleaning of equipment, working surfaces and floor areas

5. Service rooms and/or public areas as per agreed cleaning schedule
6. Prepare light snacks and provide room and lounge service to guest
7. Ensure all equipment used is left clean and in good working order

8. Work as part of the staff team to ensure guest’s needs are catered for efficiently.
9. Cover reception breaks if necessary

10. Undertake other duties as required for the effective running of the hotel

11. Undertake training as deemed necessary.

TERMS AND CONDITIONS OF EMPLOYMENT

The Salary for the post of General Assistant is £11,733.73 per annum -£6.45 per hour
(£10,649.33 per annum if trainee)
Hours and Holidays 

35 hours average weekly.  5 days average per week over a 4-week rota to include weekend working . 
Daily hours   

The day start at 7.30 am and finishes at 3.30 pm unless required to cover early breakfast starting at 7.00 a.m. (at weekends the time varies as breakfast is later generally 8.00/4.00 or 12.30 to 8.30.  There is a maximum of one hour unpaid break for lunch included in the above. Usually members of staff will take 30 minutes at breakfast and 30 minutes for lunch.

The Initial Holiday Entitlement is for 33 days per annum including Bank Holidays. 
Health and Safety

All employees are required to comply with the Salvation Army’s Health and Safety procedures and in particular be trained in Hygiene for food handlers.

The Salvation Army operates a No Smoking Policy in all of its premises.

Equal Opportunities 

An Equal Opportunities Policy is in operation for the benefit of all employees and applicants. The Salvation Army is committed to the development of policies to promote equal opportunities in employment. It aims to ensure those employees or any individuals with whom it deals should receive no less favourable treatment on the grounds of race, sex or disability. 
Probationary Period

It is the policy of the Salvation Army to offer the successful candidate a trial period of three months’ employment before confirming the post. 

Parking Facilities/Transport
Applicants need to be sure they are able to be available for work at the time required. Public transport does not seem to operate in time for hotels at weekends and Bank Holidays. It is regretted that there is no parking on the premises for members of staff. There is zone parking for residents only around the premises, so that free parking in the area is limited to streets on the outer regions of the area. There are nearby car parks where season tickets may be purchases but this is the responsibility of the member of staff.

Notice period Initially the notice period is 7 days for both parties but this is the minimum and should be used only if the person is unsuitable or if we do not fulfil our part of the agreement. Otherwise we pay monthly and so we will give a minimum of one month’s notice and expect the same from any employee. 
Criminal Record Bureau (CRB)

The appointee will be required to be CRB checked before taking up the post
Person Specification

	Factor
	Essential
	Desirable

	Physical Make-up


	· Smartly dressed in an appropriate manner


	· None

	Education and Training


	· Satisfactory General Education 
· Good level of oral and written English

	· Evidence of other appropriate training, or skills development



	Experience


	· Experience of working in the hospitality or similar industry unless an agreed training position.
	· Experience of working in a hotel housekeeping department.



	Special Aptitude/Skills


	· Ability to clean to a high standard to an agreed time table.
· Ability to organise work routines within a given framework without direct supervision.

· Ability to communicate in clear English
	· None



	Disposition


	· Able to cope with a  variety of tasks and situations in an efficient, friendly manner
	

	Motivation


	· Belief that you can contribute to a happy and caring environment in which people feel valued
	

	Circumstances


	· Must be available  to work unsocial hours to fit in with occupancy levels
· In sympathy with the aims and objectives of the Salvation Army and its work in the community
	· None


Application & Contact Details

To apply for this position, please send the job application form, which can be downloaded from our website or posted to you by Reservations, to:

Centre Manager

Job Applications – Private & Confidential

Carfax Hotel

13 – 15 Great Pulteney Street

Bath, BA2 4BS

Tel. 01225 469836



Fax. 01225 443257

job.applications@carfaxhotel.co.uk      

http://www.carfaxhotel.co.uk/jobs/ 
Please note: 
.
