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JOB DESCRIPTION 

 

TITLE: Bar Assistant/Catering Assistant 

  

POST NO:  

  

DEPARTMENT: Active Luton 

  

DIVISION:  

  

RESPONSIBLE TO: Food & Beverage Manager 

  

GRADE: L1b 
 

PURPOSE OF POST:  

 
To assist in the provision of an efficient and effective bar service at all times. 
 

ORGANISATION CHART:  

 

 

 

 

 

 

 

 

 

 
 

PRINCIPAL RESPONSIBILITIES:   
 
1. Be responsible for the sale of beverages, bar snacks, and catering 

sundries. 
 

50 

2. Be responsible for all monies (floats/income) and for balancing daily 
takings.  To ensure that all income is accounted for and that cash is 
prepared for banking in conjunction with the duty manager.  Audit trails 
and associated documentation must be maintained. 
 

10 

3. Ensure that all equipment is in working order and if not to ensure that 
the required action is taken to remedy the problem. 
 

10 

4. Maintain defined standards of housekeeping, hygiene and cleanliness in 
the bar servery and bar lounge. 
 

10 

 

Food & Beverage Manager 

Bar Assistant 
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5. Ensure through the Duty Manager that cash floats have sufficient 
change 
 

10 

6. Perform bar cellar work when required to do so 5 

7. Open, close and secure the bar for the agreed opening hours whilst 
complying with licensing, internal procedures and financial regulations. 

5 

 

DIMENSIONS: 
 

Supervisory Management: The post holder will offer support and 
guidance to casual bar staff 

 

Financial Resources: Control and security of bar floats, income 
received and security and monitoring of 
stock 

 

Physical Resources:   Bar equipment, bar stock, furniture, cash

  

CONTEXT: 
The postholder will offer the highest standards of customer care and ensure 
that Active Luton’s presentation and dress code is adhered to. 
 
Under the direction of the Food & Beverage Manager the post holder will be 
required to provide a pleasant, efficient and effective bar service to its users. 
 
Maintenance of stock, cleanliness, financial matters, equipment and general 
presentation are all elements of high importance to this post. 
 
Financial audit trails must be maintained and documented and cash etc. kept 
secure. 
 
The post holder must be willing and able to work at any of the bar facilities 
around Luton as and when required to do so but will be based at one site. 
 
The post holder will prepare foods for customers to eat, so a food hygiene 
certificate is essential 
 
Due to the nature of these tasks, the post is not suitable for pregnant workers 
or for a worker whose “disability” affects their ability to lift, bend and carry out 
manual handling tasks. In these cases the advice of the H&S team should be 
sought. 
 

Physical Effort: The work involves manual handling including some 
lifting of awkward and heavy items and can involve 
standing for long periods of time. 

 

Working Environment: N/A
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Person Specification 

 
This acts as selection criteria and gives an outline of the types of person and the 
characteristics required to do the job. 
__________________________________________________________________________ 
Essential (E):-  without which candidate would be rejected 
Desirable (D):- useful for choosing between two good candidates. 
 

Please make sure, when completing your application form, you give clear  examples  

of how you meet the essential and desirable criteria. 
Attributes Essential How 

Measured 

Desirable How 

Measured 

Experience 

 
Experience of working in a bar 
 
Some experience of handling 
cash takings and associated 
documentation 

1,2 
 
 

1,2 

  

Skills/Abilities 

 
Able to add, subtract, multiply, 
divide. 
 
Able to deal politely and tactfully 
with a wide range of people. 
 
Able to supervise causal 
employees 

1,2 
 
 

1,2 
 
 

1,2 
 

  

Equality 

Issues 

 

 

 

Able to demonstrate an 
understanding of the effects of 
discrimination on service delivery 
and on work colleagues 
 

1,2 
 
 
 

  

Specialist 

Knowledge 
 

Have some understanding of 
licensing hours and/or licensing 
law 

1,2   

Education 

and   Training 

 

Level 2 Certificate on Food   
Safety in Catering 

   

Other 

Requirements 

 

 

 

Able to work evenings and 
weekends on a regular basis. 
 
Able to attend work at sites  
 
Able to stand for long periods 
and undertake some heavy 
lifting e.g. crates of beer and 
gas cylinders. 

1,2 
 
 

1,2 
 
 

1,2 

   

 
( 1 = Application Form    2 = Interview    3 = Test    4 = Proof of Qualification    5 = Practical Exercise ) 
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We will consider any reasonable adjustments under the terms of the Disability Discrimination 
Act (1995 & 2005), to enable an applicant with a disability (as defined under the Act) to meet 
the requirements of the post. 
 
The Job-holder will ensure that Luton Borough Council’s policies are reflected in all 
aspects of his/her work, in particular those relating to;  

(i)    Equal Opportunities 
(ii)  Health and Safety 
(iii) Data Protection Act (1984 & 1998). 


