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Work with us



General Catering Assistant 
 
30 hours per week role, term-time only (36 weeks per annum), permanent 
Salary: £18,069 per annum pro rata (actual £11,022 per annum) 

WWe are looking to appoint a General Catering Assistant to join our busy Catering Team at our 
Senior School.  Working 30 hours per week, on a rolling shift basis, you will assist with all general 
kitchen / catering duties in our busy catering department as directed by the Chefs, including the 
preparation and provision of the food service to pupils, staff and visitors.

Shifts will be worked 5 days out of 7, and will vary between weekend, evening and daytime hours. 

Closing date for applications:  9am on Monday 16 August 2021.

Woodbridge School is committed to safeguarding and promoting the welfare of children and young 
people and successful candidates will be subject to an enhanced check from the Disclosure and Barring 
Service (DBS).

Benefits

PENSION - Automatic enrolment into the Foun-
dation/School’s pension scheme (subject to meeting 
certain eligibility criteria). 

SICK PAY - After a successful probation period, 
full pay for 5 weeks and, half pay for 10 weeks in 
any rolling 12 months.  Entitlement rises incremen-
tally to full pay for 20 weeks and half pay for 20 
weeks in any rolling 3 year period during the 4th 
and subsequent years of service.

SCHOOL FEES - School fee remission may be 
available depending on individual circumstances.

TRAINING - Training costs will be met in full. This 
will be subject to conditions concerning repayment 
if the employee leaves for any reason within a given 
period.

PERSONAL ACCIDENT COVER - Personal 
accident insurance is provided for all employees

EMPLOYEE SUPPORT – Access to our  
CareFirst Employee Assistance Programme.

OTHER BENEFITS
Free parking.
Complimentary lunch is available when the Dining 
Room is in operation.

These benefits are non-contractual and may change 
from time to time.

POST TITLE: General Catering Assistant

Job Summary 
 
 To assist with the preparation and provision of the food service to Seckford Foundation / Woodbridge School pupils, staff and clients and to assist with 
general catering duties as directed by the Chefs/Head Chef.

 
Key Responsibilities 

• Basic vegetable preparation as requested by Chefs;
• Food service and distribution;
• Cleaning and washing up;
• Complying with hygiene and Health and Safety measures at all times;
• Taking part in compulsory / non-compulsory training;
•	 	Working	in	a	flexible	manner	and	being	prepared	to	assist	with	functions	and	lettings	catering	at	the	Seckford	Foundation	sites	or	offsite;
• Advising Chefs/Head Chef of stock shortages or broken equipment. 



GENERAL 
RESPONSIBILITIES:
 
Health and safety
You have a legal duty to take reasona-
ble care of your own health and safety 
and	that	of	others	and	you	are	expect-
ed to be familiar with, and adhere to 
Woodbridge School’s Health and Safe-
ty Policy. 

Child Protection statement
Woodbridge School is committed 
to safeguarding and promoting the 
welfare	 of	 children	 and	 expects	 all	
staff and volunteers to share this 
commitment.		You	will	be	expected	to	
support	 this	 approach	 in	 the	 context	
of your role and to adhere to and 
ensure compliance with the School’s 
Child Protection Policy Statement at 
all times.  If in the course of carrying 
out your duties, you become aware 
of any actual or potential risks to the 
safety or welfare or children in the 
school you must report any concerns 
to the appropriate Safeguarding Lead 
or to the Head.

Brand values
Ensure your work, communication 
and approach conforms to the brand 
values and house style of the School 
and the wider Seckford Foundation.  
Keep up to date, and comply with the 
School’s Rules, Policies and Procedures 
at all times.

QUALIFICATIONS E D

GCSE in Maths and English (above Grade C); 

Basic	Food	Hygiene	Certificate; 

Basic First Aid. 

SPECIALIST KNOWLEDGE AND SKILLS 

Able to organise own work effectively; 

Basic literacy and numeracy in order to read 
instructions/complete forms etc;



Awareness of Health, Safety and Hygiene Regulations; 

Working knowledge of equipment used in kitchens. 

INTERPERSONAL AND  
COMMUNICATIONS SKILLS

Good verbal skills in order to communicate effectively 
face to face with pupils, staff and guests;



Able to participate effectively as part of a team. 

RELEVANT EXPERIENCE

An interest in food preparation / production.;   

Previous	experience	in	a	catering	post; 

Experience	in	a	customer	facing	role. 

ADDITIONAL REQUIREMENTS E D

Punctual and reliable; 

Flexible	approach; 

Evidence of a commitment to promoting the health, 
welfare and safeguarding of children.
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Find out what 
we’re doing 
online and on 
social media

Information for Candidates

In order to apply please complete the application form. Your supporting 
statement should be no longer than two sides of A4 and should provide 
relevant additional information to support your application (you can use the 
section in the application form or attach separately instead if you prefer).

Please return your application, preferably by email, stating ‘General 
Catering Assistant’ in the title line to: hr@seckford-foundation.org.uk 

If you are unable to apply by email then please post your application, marking 
it	 ‘Strictly	 Private	 and	 Confidential’	 to:	 Human	 Resources,	Woodbridge	
School, Marryott House, Burkitt Road, Woodbridge, Suffolk IP12 4JJ. 

Applications must be received no later than 9am on Monday 16 August  
2021. 

All	 information	 will	 be	 treated	 as	 strictly	 confidential.	 Referees	 will	 be	
approached	prior	to	shortlisting	unless	you	expressly	request	otherwise.	

If you have any questions or enquiries regarding the application process, 
please ring the HR department on 01394 615167.

All appointments are subject to the usual pre-employment checks to 
meet vetting and barring requirements. For more information about the 
application	 and	 vetting	 process	 please	 refer	 to	 the	 Explanatory	 Notes	
provided. 

Find Us
By rail
Woodbridge has its own mainline station, with regular services from London Liverpool Street, 
Ipswich,	Norwich,	Cambridge	and	Peterborough.	The	station	is	a	10	minute	walk	from	the	School	
through Woodbridge town centre.

By bus
All bus services from outlying Woodbridge areas stop in the town centre, with many stopping on 
Burkitt Road close to the School entrance.

By road
Woodbridge School is situated in the picturesque rural Suffolk town of Woodbridge, which is 
conveniently located on the A12 to the northeast of Ipswich, making it easily accessible via the 
UK motorway and road network.

By road via the A12 to the Senior School
There	are	three	exits	from	the	A12	signposted	Woodbridge.	To	reach	the	Senior	School,	use	the	
“Dobbies roundabout” following the brown English Heritage signs for the windmill. Follow the 
windmill signs from the roundabout, past the police station on your left and turn sharp right at 
the	T	junction.	Woodbridge	School	is	the	second	exit	on	the	left.	Follow	the	road	down	to	the	
main building, Marryott House.
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