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	Job Evaluation Code
	2877



	Job Title
	Driver

	School/Directorate
	Campus Services

	Job Grade
	2

	Career Pathway
	Operational Services



Organisation Structure 
	
Insert Org Chart if available

	Post Responsible To
	Delivered Hospitality Manager

	Posts Responsible For
	



Job Purpose
	The University’s Catering Services provides a diversity of services to students, staff and visitors, including hospitality catering, vending, cafés, restaurants, meeting rooms and banqueting which is located throughout the University.

This role is primarily concerned with the delivery and service of food and drink to meetings and events across Cardiff University, providing customers with a professional and efficient catering service.  The role involves driving a motor vehicle in line with operational activities.

The post will involve regular attendance outside normal working hours (evenings, weekends), to support the achievements of the department’s goals.



Duties and Responsibilities
	Main Duties
1. Lead the delivery and set up of catering and other resources, including food, drink, store items, mail, cash, furniture and equipment, across Cardiff University campus locations and external venues, meeting required deadlines and standards independently and without close supervision.
2. Take individual responsibility for all resources allocated, ensuring all items are handled according to the appropriate health and safety requirements and all equipment and other items are returned in a state ready to use again, notifying management of any defects.
3. Responsible for ensuring all stock items are maintained at all times, and that all appropriate recording, labelling and checking of items is undertaken and any financial billing is prepared and issued.
4. Undertake daily vehicle inspections, being responsible for the accurate logging and timely submission of all appropriate records.
5. To operate vehicles in line with university policy and procedures and in accordance with DVLA and Highways legislation.  Ensuring safe use, cleanliness and maintenance of vans.
6. Contribute to the successful operation of the department by maintaining departmental standards in line with operational procedures, maintaining a very high level of customer service and working with colleagues towards improving the level of standards and service, supporting and guiding other team members as required
7. Participate in training appropriate to the position, including compulsory food hygiene training (for which accreditation must be maintained), manual handling and COSHH.
8. Maintaining/cleaning of departmental vehicles as required and reporting any defects to Delivered Hospitality Manager promptly.
9. Covering other general duties within the scope of the grade in the event of sickness, absence or variations in workload, both within the usual place of work or elsewhere within Catering Services.
10. The above list of duties is not exclusive and from time to time the Management team may specify other duties commensurate with the post holder grade.
General Duties
1. To ensure compliance with legal and regulatory requirements in respect of equality and diversity, data protection, copyright and licensing, security, health, safety, environment and wellbeing, financial and other University policies, procedures and codes as appropriate.
2. To abide by university policies on Health and Safety.
3. To attend and actively participate in all training as identified by Hospitality Manager and Head of Catering and Foodservice.
The role will require a flexible approach to working hours and is 5 days out of 7.



Person Specification 
	Essential Criteria (maximum of 10)

	1. A basic standard of literacy and numeracy.
2. Current full and clean UK driving license with a good understanding of Highways Act.
3. Ability to undertake manual handling and operate a vehicle in a professional manner.
4. Proven experience of being able to manage own time and to work to deadlines, with strong organisational skills.
5. Ability to both follow instructions and work independently within overall management guidance.
6. Ability to deal promptly, effectively and courteously with requests for information or services.
7. Experience of working within a team and ability to communicate clearly, issue instructions to other team members, and follow instruction and procedures.
8. Experience of working in a customer focused environment with an ability to respond to customer needs, adapting to their requirements accordingly.
9. Evidence of ability to use email and internet-based applications.

	Desirable Criteria (if appropriate)

	1. Level 2 Food Safety or willingness to undertake and maintain accreditation.
2. Ability to make effective judgements.
3. Good proven interactive communication skills with work colleagues.
4. Experience of stock control and purchasing from suppliers.
5. Experience in product placement, merchandising, and customer service skills.
6. An interest in environmental concerns which may impact on the catering provision.
7. Proven ability to speak/write Welsh or willingness to learn.
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