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JOB DESCRIPTION

1. JOB DETAILS
	Job Holder:
	

	Job Title:
	Apprentice Ward Waiter/ Waitress

	Location:                                                                                                          
	QMC or City Campus Hospital

	Salary:
	£110 per week

	Length of contract:
	12 months fixed term training contract

	Hours of Duty:
	37.5 Hours per week


	2.  JOB PURPOSE

· The post holder will become fully competent in providing support to the patients of Nottingham University Hospitals NHS Trust. 

· Training will involve working alongside the waiting staff within the food preparation and wards areas of the Trust, working under supervision.




	3. DIMENSIONS
Workforce:  Nottingham University Hospital NHS Trust employs approximately 10500 whole time equivalent staff.

Budget:  No direct budget management.

Geographical:   The locations of the relevant campuses 

 


	4. KNOWLEDGE SKILLS AND EXPERIENCE

See Person Specification




	5. KEY RESULT AREAS 

DUTIES

You will work as a part of the ward team to ensure patients receive meals and drinks that meet their preferences and need during their hospital stay.
DUTIES OF THE JOB
1. Inform patients about the Hospital’s Food and Nutrition Policy and inform them about the procedure for any ad-hoc requests and help them to make an informed choice from the range of foods and beverages.
2. Liaise with nurses, caterers and dieticians to ensure patients food, nutrition/clinical needs and preferences are identified and met.
3. Identify patients who not eating sufficiently to the Nurse in Charge.
4. Ensure appropriate feedback is given on the patient’s food service experience e.g. quality, quantity and choice.
5.To provide information to the next ward waiter/waitress who is on duty using the guidelines provided to ensure a seamless service.
CUSTOMER SERVICE

· Offer patients a choice of hot & cold beverages, as and when required a minimum of 6 times a day.
· Ensure a regular supply of fresh water is provided to each patient throughout the day.
· Serve the patients their choice and portion size of main dish, vegetables and accompaniments in an appealing and appetising way. Offer second portions if required.
· Ensure patients with special needs receive the appropriate food following liaison with the dietician or nurse.
· Identify appropriate meal choices to meet patient’s needs/preferences.
ORDERING

· Maintain adequate stock levels to meet the needs of the patient e.g. milk, bread, tea, coffee, cereal, and preserves.
· Order food using the hospital’s ordering procedure.
· Identify shortages of crockery and cutlery to supervisors.
ENVIRONMENT

· Ensure an appropriate supply of crockery and cutlery is available.
· Prepare the patients eating environment (day room/bedside table) to the standards stipulated in the ward manual according to where the patient wishes to eat, to ensure a relaxed environment.
· Clear cutlery/crockery and clean dayroom/bedside table following service promptly.
· Clean kitchen according to the daily cleaning schedule.
· Report any maintenance problems with kitchen equipment to the supervisor.
· Foster effective working relationships to ensure that the provision of the service is responsible to meet the patient’s needs.
QUALITY

· Check that the food supplied is adequate in terms of presentation, quantity and quality and inform production kitchen where there are problems.
FOOD HYGIENE

· Adhere to the food hygiene regulations at all times.
· Ensure the food and drinks are stored safely and appropriately e.g. refrigerated or in a pest proof container.
· Maintain good personal hygiene standards in terms of hand hygiene and code of conduct for uniforms.
RESPONSIBILITES OF THE POST HOLDER

To contribute to the administrative work within their team. 

To gain an understanding of how the team functions by providing support as required whilst gaining knowledge and experience and by undertaking training in the following:

· NVQ level 2 in Food and Drink Service
· Technical Certificate 

· Key Skills 
· Completion of Employer rights and responsibilities booklet

OTHER DUTIES

i. It is the responsibility of each member of staff to maintain confidentiality at all times

ii. Staff must be aware of and adhere to the provisions of the Health and Safety at Work Act and ensure their own safety and the safety of colleagues and patients.  Staff must be aware of the action to be taken in the event of fire and must attend fire lectures at lease once a year

iii. Staff should be aware of their own individual responsibilities under the Trust Equal Opportunities Policy and ensure that they adhere to the provisions of the policy

Any other duties which may be required from time to time, as discussed and agreed with the Line Manager & Departmental Manager.

This job description is not designed to be an exhaustive list of duties and responsibilities, but represents the current key areas of work.  The content of this post will be reviewed in consultation with the post holder when necessary and in line with service developments.


	6.    COMMUNICATION AND WORKING RELATIONSHIPS

To communicate as appropriate with a range of internal and external stakeholders and partners 

INTERNAL

Nottingham University Hospitals employees
EXTERNAL

Working Partners which may include NHS East Midlands and the Deanery.



	7.   Job Description Agreement

Job Holders Signature:                                                                   Date:

Line Managers Signature:                                                              Date:
















































































