
St Stephen’s Church Norwich
Job description

Job title:             Assistant catering manager
Location: St Stephen’s, the church office and kitchen
Responsible to: Catering manager
Job purpose: To support the manger in the oversight of the cafe and support outreach events 

and further developments

1. Support Cafe.
 Support the work of the cafe, which enables people to belong as a first step to finding 

faith. This is our primary act of service as a church as we aspire to have “open hands” to 
all who come through the “open door”.

 To take responsibility for running the cafe, including preparing food and praying with 
customers / volunteers as required.

 Take a turn covering for Saturdays as required and work flexible hours, in order to cover 
annual leave.

 Share purchasing with the manager as agreed.
 Develop future projects with guidance of leadership team.

2. Support and train volunteers
 Support present volunteers, recognising different gifts and abilities. Motivate teamwork 

and co-operation.
 Support volunteer training.

3. Help ensure compliance
 Keep up to date with Health and Safety rules, food safety rules and keep records as 

required.
 Maintain and keep records of all costs and income in a format suitable for church 

accounting system, under the guidance of the Treasurer.
 Liaise with those responsible for other aspects of compliance.

1



Christian ethos
1. To develop and implement practical ways of out-working the Christian values of this 

Church.
2. When representing the church, accurately reflect the Christian faith-based motivation of

the St Stephen’s community.

Equality and Diversity
1. To ensure that the importance of equality and diversity is reflected in all areas of the 
post holder’s duties.

To carry out any other tasks that may be required from time to time in accordance with the 
post holder’s capabilities and the changing working environment.

ENVIRONMENT

Risk
The Assistant Catering Manager will at times be working with the general public so the 
potential risk is assessed as being medium.

TERMS AND CONDITIONS

Pay: £9360
Hours:  18hrs (flexible - normally over 4 days or over 2 days when covering annual leave)

Annual Leave: 4 weeks (plus Bank Holidays) Time working on Bank Holidays will be repaid as 
“time off in lieu” the contract will contain details.

Pension Entitlement:  None

Period of Notice Offered and Required: 1 month

Conditions of Appointment: Satisfactory references 

PERSON SPECIFICATION 

Job title: Assistant catering manager
 
Responsible to: Catering manager
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Requirement
Essential

Knowledge

K1 Literate and numerate 

Skills

S1 Interpersonal skills, sufficient to communicate 
effectively and build strong working relationships with a 
wide range of  volunteers and congregation members



S2 Good written and verbal communication skills 
S3  Good self organisation, able to manage multiple 
demands effectively 
S4 Able to work flexibly and productively with minimum 
supervision 
Experience

E1 Experience of working in catering, able to bake cakes 
and prepare simple meals 

Education

Q1 GCSE or equivalent in Maths and English 

Christian Ethos

V1. Genuine occupational requirement that this person 
holds Christian faith.



Personal Qualities

P1 Tolerance, Patience and ability to deal with competing 
complex issues.



P2 High levels of honesty, integrity and discretion 

Health

H1 Able to meet the requirements of the post, including 
working some long days



Equality and Diversity

O1 An understanding of equality and diversity 
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